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FOREWARD. 


What I have to write in the Foiewaid has all been 
written m the body of the Book I have only to add that 
the underlying object, in the following pages, is the revela- 
tion of the mi g hty force within you — within every man — the 
faith in one’s ability— - which alone can give one command 
ovei the aspirations of the heart — position, power, wealth 

Ideas are not miracles and getting on m this world of 
to-day is not a terribly impossible task after all The 
glonous new day called to-morrow is always biunful of the 
thiill they call opportunity; and you require only faith in 
youiself to grasp it and turn it to your service It is always 
there to serve yon 

This cultuie of self-confidence 16 the new idea of to-day 
Start afresh if you want to achieve bigger, better, bnghtei 
things, leave the mistaken, the fallen, the daikenmg ideas 
of yesterday, come mto the light of the glonous new 
understanding and let the mist of youi past errors fade 
away 

Self-confidence determines itself into self-expression, 
self-assertion You must have the ability to decTaie yourself 
at the right tune and right place , fell the world about what 
you have in yourself with the confidence of being heard, 
of being nghtfully recognised and also— rewaided Indeed 
the one great secret of success in life is the ability to express 
oneself by the word of mouth 01 by the written woid. It is 
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a great power, a new power and when you achieve it you 
have destiny nght m your grasp The fault of your failure 
is not in your stare— no, it is in yourself, if you he negligent. 
Yet this great power can be yours Yob, yours I and the 
secret is laid bare in the following pages 

They teach you to express what is best in youiself, to 
transfer your ideas to where you cannot otherwise influence, 
to enable you to extend your personality, your will, your 
wishes, desires to thousands of people through written 
letters The secrets of winning correspondence and sales- 
manship by mail are all revealed to you in the following 
immensely interesting pages which give you in addition a 
winning personality through the ability to express ycurself 
by letters 

They tell you how to make up the other man's mind , 
how to attract him, how to interest him ; bow to convince 
him , how to hold his interest until the end , how to appeal 
to every type of mind, every point of view, every emotion, 
ambition, need, how to write successful sales letters by all 
the winning methods, how to write merchandising, adver- 
tising, soliciting, service and collection letters of all Vmrf a , 
how to handle routine correspondence — older, complaint 
and adjustment letters, letters of inquiry, contiact and 
credit letters 

They tell you how to be rid of all the old, hackneyed 
forms of letter writing and use the new ones that Get 
Action, how to build up any business by mail, how to 
wnte trade-winning, friend-making inspirational letters of 
every descaption , how to type your letter so that it attracts 
and pldases; how to wnte and use form letters, how to 
keep mailing lists up-to-date 



In addition numerous examples of successful mail older 
and meicantile letteis collected fiom master writers all 
the woild over present endless new word pictures 
that give you a broader vocabulaiy, unc omm on phrases of 
faith and powei, warm, winning, human aiguments adapt- 
able in a thousand ways, uch flashes that put hfe and lure 
into youi letters 

The collection picsents a gold mine of ideas from which 
you get a new education m the laws of suggestion, the acts 
of persuasion, the duect methods of creating the buymg 
desiie 

In preparing this volume the authoi is very ably as- 
sisted by Mr H L Haldai M sc , Senior Assistant Editor of 
Commercial India to whom his best thanks aie due Some 
chapters of this volume appeared m that magazine and 
when they were collected m the book form Mr Haidar 
thoroughly edited them 

The authoi is solicitous of the views of the readers and 
then sincere criticism with a view to improve the ideas 
formulated in these pages and make them moie serviceable 
in the next edition Literatuie like this is lather a new 
conception m this country and collection of popular ideas 
should be necessaiy equipments in developing and enlarg- 
ing it 


Tee Author, 
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PUT I. 


MERCANTILE and MAIL ORDER 
LETTERS and METHODS. 


REQUIREMENT OF S MODERN LETTER. 






CHAPTER I 

THE SCOPE OF A BUSINESS LETTER. 
Introductory. 

We need not sing of tlie usefulness of a good letter — 
a letter that brings success with it Every businessman 
understands this — now that he knows he cannot have his 
trade confined to his shop windows or the city gates like 
j* his nredecessois of old The cncle of trade has expanded 
^witn^Ce expansion of locomotio n and the competition is 
keenei than e\ei , no traclei now-a-days with an eye to suc- 
cess can leave off distant customers and not exploit them 
He must have to talk to the distant customers, cieate 
an impression in them of the worth of his solicitations , he 
must create in them a desne for possession of what he has 
to offer, and by a slow process must have their sense of 
gaiu, economy or well-being mcited 

Until recently, and even to the present day the custom 
is to send out representatives — the commercial travelleis — 
for getting distant trade But the method is costly, and 
moreover what the travelling salesman would take months 
to do, good letters can do all in a day Your old customers 
can be talked through the type-wntten hues, as also new 
one* secured Fresh lines of goods can be introduced, 
possibly much in advance of your competitors , remittances 
brought m, collections made You can make the people 
buy and also make them pay You can adjust differ- 
ences, correct misunderstanding and lemove ill feeling 
in a single day thiough youi letters while the tiavelleis 



4 


mail order letters and methods. 


may take days or weeks, by which time your competitor 
might have taken advantage of your delay Business letteis 
are no less active than efficient salesmen yet in securing 
orders or effecting sales they are frequently speedier and 
more effective 

With times letter writing has come to hold the position 
of an exact science, wielding great influence upon the 
readers if the letters are all properly addressed Its result 
producing qualification is no longer therefore a guesswork 

Its Aim. 

What a good letter should do? It transfers the picture 
in the mind of the writer into that of the reader It talks 
to the reader and instils in him the writer's ideas exactly in 
a way to incite him to action A commercial traveller to 
arrest successful attention must be genial, so also a letter 
to be successful must have formality discarded to look 
natural and unaffected The formal or cold individual 
rarely attracts you or enkindles any enthusiasm in you to 
appreciate his proposals So is it with the letter unless it 
comes m everyday language — the language of the heart , not 
stiff or stilted but conversational though not conventional 
Tour letter must engender the idea in the reader that really 
you are there in person It iB a warm, winning human 
style that receives the best attention — convincing attention 

What Ton must not Forget. 

When writing a letter you must not forget your reader's 
convenience, you must see things from his tide — what will 
be acceptable to his convenience "View them from his 
angle, consider his self-interest 
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You must put in the letter what your reader needs 
know — not what you desire to let him know 

Tell him how your subjects will interest him — not 
why you are mterested to tell him about it 

Describe the advantages he will secure in your pro- 
position — not your capacity to put it to him 

Show him how it is for his welfaie if you write to 
settle an account — not why you require or insist on 
prompt payment 

Humouring the self -intei est that is natural in the man 
— this gives the shortest route to successful pleading 

Talking to the Point. 

Do not try to force youi leaders through unnecessary 
preliminaries or introduction Begin with the actual fact 
that the reader wishes to know, so that his attention may be 
gripped nght at the start It focuses his mind on 
youi object or mission because it brings him nght upon it 
Your letter must convoy the exact idea you have m 
your mind — forcefully and convincingly You can weave 
out words and sentences But what is required is to create 
an impulse in your reader to work up to your ideas And 
unless your letter conveys ideas strong enough to produce 
action, the letter is a failure 

Your details must be accuiate and suggestions definite 
There must be no uncertain “ifs M no wavering guesswork 
Take no chance, for your reader may be better informed 
Study your subject accuiately, then give an accurate 
story — exact and comprehensive Do not overstate your 
proposition in your selling enthusiasm for it may lead to 
misundei standing and consequent loss of business 
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A Clear and Logical Statement. 

Make your information always complete and do not 
leave anything for the reader to guoss, always think what 
the reader should know and give that out completely 
Never imagine your reader may have some knowledge of 
your subject — for he may not have, and in hurry he 
may miss your point. 

Carry your reader from point to point as you develop 
your story Move in a regular gradual ordei — not crowd 
your sentences with undeveloped ideas Remember you 
have to build up conviction and to do that you have to 
develop your theme point by point — growing each 
thought out of the preceding thought m a logical order 
until the whole is created into one big idea 

Use short sentences and brief paragraphs Join them 
m the older that jour idea is earned through them in 
better, bigger and boldei relief — never to lose the gnp on 
your reader’s attention 


Be Polite. 

Politeness is always winning — a polite letter scarcely 
fails to get a hearing Politeness is the clothing of a letter 
and you cannot take too much time to make your letter 
polite Even when you have something haish to tell your 
reader, he will not resent your letter, if it is polite Or if 
your reader is busy, he will not fail to devote proper time 
to your missile if it is garbed in courteousness He cannot 
thrust a courteous letter aside carelessly but becomes some- 
how sympathetic towards its cotents He will thus feel 
your attitude and is influenced just as he is desired 
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A Congenial Letter. 

To nake a letter congenial yet forcefully original — 
you inufe 1 ; not foigeb to put original ideas and not conven- 
tional phases in youi letter, cutting out the old worn-out 
phrases and woids Youi letter must not “advise” that 
\oui esteemed favour* 1 is “to hand” It should never 
“beg to state” It is a pleasuie to read an original tone, 
a peisonal appeal without unencoui aging wom-out wordy 
obstructions Hackneyed 'words oi phiases of yesterday 
cannot have the strength of originality and tone of sincere 
foicefulness 

Also youi letter must suit the readei you aie writing 
to Tiy to understand fiom his conespondence something 
about his environment and preference, and do not fail 
to 6uit your choice of woids and line of argument according 
to them 


The First Impression. 

Above all, see that the first impiession created by your 
letter enkindles inteiest A perfect, winning appearance 
never compensates lack of biain yet the appearance 
secures the fiist healing and when this is gained the brain 
in the Tetter develops business You must have no care- 
less typing, untidy stationery, ungrammatical sentences or 
wiong sp ellin g 


Important Boles. 

Thus we come to the following conclusion which gives 
us the impel tant m lea which we must not lose sight of 
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(1) Discard formality and be genial and frank 

( 2 ) Never forget reader’s convenience 

(3) Be brief but make your details accurate and not 
overstate them. 

(4) Leave nothing for your reader to guess but always 
be complete and clear 

(5) Be cordial and polite always 

(6) Leave off hackneyed words and phrases, be 
original 

(7) Make your statement in logical order 

(8) Cultivate the conversational style. 

(9) Never be untidy or careless 
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TECHNICALITIES OP A LETTER. 

Physical Appearance. 

The importance of the physical appearance of a business 
lettei cannot be depreciated inasmuch as the first impression 
of the status of the writer cieated by it is son^etimes the 
impelling force in the reader to regard its consents on 
favourable or unfavourable light This physical appearance 
comprises — 

1 Stationery used 

2 System of typing 

3 General form of the letter 

4 Arrangement of the body of the letter 

5 Addressing the envelope 


Stationery. 

No geneial rule can be given as to the selection of 
stationery — except that whatever business correspondence 
paper is used, it must be suggestive of dignity and elegance 
of the firm of the wnter Good white bond paper is the 
general quality although the coloured bond is the fashion 
with some traders or foi departmental selection 

Two sizes of letter papeis are generally in nse The 
standard size foi ordinary correspondence is the quarter 
size sheet of 8J by 11 inches The other is the half size — 
a sheet of 5\ b's 8^ inches, geneially known as the half 
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sheet The latter is frequently employed for the sake of 
economy m writing small letters especially m every-day 
routine correspondence 

Another size which is generally known as the two-fold 
is a sheet of ?J by 10$ inches which has become a substitute 
for the standard size and is frequently used by business 
firms for wntmg ordinary, but not very short, letters 

A sheet of four pages aie scarcely used in business 
correspondence, except on special occasions such as open- 
ings, or ceiemomals, etc , when the letter breathes the 
chaiactei of social correspondence 

All bustness firms 01 respectable persons have their own 
letter heads which may be either printed, engraved, 
embossed, lithographed or photogravured Address, cable 
address, telephone number, nature of business conducted, 
should also appear in their due positions Branch offices, 
bank references may also be pointed out Illustrations of 
factories, names of principal workers form also part of the 
letter head The following is an illustration which may be 
modified to suit circumstances — 


international news bureau 

n K McCAY EVANS BUILOINO Cable Addrets 

President WASHING ION, D. Q. Dot-Woshlngton 


August 81, 1921 


Envelopes, nbbons, pins, etc , should all be of good 
quality to match the paper used 
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System of Typing. 

A decently type-written lettei never fails to entice 
■the leadeis to go through the entue portion Ability to 
wnte m simple and pleasing style counts for nothing unless 
the whole is couched m a neat legible form Now-a-days 
it has giown into a universal custom with the businessmen 
to send out type-written letteis partly because of the ease 
with which the whole matter can be lead and partly because 
of the feeling created by it m the leader of the respectability 
of the firm and that special attention has been accorded to 
him with refeience to the subject 

The fast point to be remembered in type-writing letteis 
— so commonly left on the hack ground m the cumculum 
of the type-wntmg institutions — is the propei arrangement 
of the heading In printed letters the name of the writer 
appeals at the left hand comer and addiess at the right 
hand comer with space left for filling in the date line 
When the letter papei is without any printed letter heading, 
the addiess of the sender and the date of despatch should 
he put deailv at the top of the page Thiee different ways 
of auangmg the heading are in vogue In the first soit 
of arrangement, it is customary to pose the heading in the 
right hand comei But in no circumstances should it begin 
farther to the left than the centre of the page and extend 
Jbeyondi the right hand margin If short, the address and 
date may be grouped in one line or they may occupy two 
or three lines, each beginning on p, new margin with the 
difieience of five mdentations or less when that would fit 
the lettei better so that the initial letters in the succeeding 
lines present a uniformly slanting position In cases where 
more than one line is occupied, the date invariably should 
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Calcutta, May 2, 1922 


May 2i 1922 


2nd Method 


22, Sbambasai 
Bhambaaai, Calcutta 

May 2, 1922 


3rd Method 
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remedied It is however permissible to use such abbrevia- 
tions, e g Dec for December, etc , but no such abbrevia- 
tions for March, May, June and. July are allowed In 
writing out dates also the suffixes st, th, d, etc may be 
omitted, the custom being now out of date 

When printed letter heads are used the date should 
be placed two spaces below the headline and two spaces 
above the readei’s addiess The body of the letter should 
be as nearly as possible at the centie of the page 

With proper margins left proportionately to the size 
of the letter, the message is made to stand out clearly 
befoie the leader and thus to secure better hearing A 
maigin of one mch at the left is what is most commonly 
followed, though it depends upon the size of the letter 
paper Enough space should always be left at the top and 
bottom The margin on the nght hand side should also 
be as even as possiEle Every new paragraph should also 
commence with a new margin to draw attention The 
paragraphs are generally indented five spaces or ten spaces 
or more but always the same procedure should be kepi in 
view 

Next comes the pioblem of spacing Though double 
spaced letters are often the easiest to lead, single spaced 
type-writing is often followed paitly because of the comely 
appeaiance it lends due to its composite nature and paitly 
because the paragraphs may be separated from each other 
by double spacmg When a long letter is to be typed, instead 
of typing in two pages, condense the whole in a single page 
by single spacing the mattei If more than one sheet is 
necessary, plain paper sheet without the letter head is taken 
and a page mark is placed at the top in the centre The 
initials of the recipient may be put at the left-hand comer 
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to facilitate mdentifications, if the sheets get sepai ated 
When the second sheet is printed the following may serve 
as illustration 


To . . Sheet 


Caibon copies should not be made except foi keeping copies. 

The name and address of the addressee is placed at 
the left hand side with proper margin As in the case of 
heading, the address may be ananged in indented foim 01 
may be lmed up as before Single spacing the linos is of 
common use even though the main body is double spaced. 

Hints to the Typist. 

The Typist must nevei be an untidy man and as upoja 
tho sense of beauty of the Typist in arranging the letters 
that pass through the machine depends much of the les- 
pectability of the firm, the following rules should Be care- 
fully studied by him 

(1) Always make the arrangement of a letter or an 
address upon an envelope attractive Remember youi 
employer depends upon you for these things 

(2) Have a thorough working knowledge of the proper 
titles, abbreviations, commeicial expressions and teohmcai 
terms of business in which you are engaged 

(3) Take good caie of all the enclosures and remittances 
that are sent with your letters 

(4) Be able to edit intelligently any printed and type- 
written mateiial that passes through your hand 
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(5) Leain to take caie of youi Type-writer, to change 
a nbbon 01 match it for filling in foim letteis 

(6) Study the methods of billing, rnaldng out invoices 
statements, sales accounts, leceipts, diafts and other finan- 
cial and legal papeis 

(7j Accustom youiself to the filing sjstem 



CHAPTER HI 

GENERAL FORM OF THE LETTER. 

A Typical Letter. 

A business letter mainly consists of the following parts 

(1) The heading including the address of the writer and 
•date of writing 

(2) Introduction, including the name and address of 
addressee and salutations, such as Sir, Dear Sir, Sirs, 

Gentlemen, Dear Mr , Dear Dr , My dear 

Mr , etc , according to the intimacy of the writer 

with the addressee 

(3) Body of the letter 

(4) Conclusion including complimentary close such as 
yours truly, yours faithfully, truly yours, etc 

(6) Signature 

These parts are all so generally known that all except 
-the Body of the letter may be passed over 

Example. 

N. PERRY & CO., 

Diamond Merchants, ‘Watchmakers & Jewellers 
(1) Tclcgiaphtc Adaicss 20, Chowringhtc 

“PICTURE" Calcutta 

Codes Used Calcutta October SO IBS? 

"A. B C •' 4th & 5th Ed 

{2) Mr A Narasimha lyre, 

Amratala Street, 

Calcutta 

Dear Sir, 

{3) Which do you prefer — CASH or CREDIT 0 

There is pride in both I 
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It is nice to know that you always pay CASH 
lor every pmchase, but there is also a sense of 
gratification in the knowledge that you aie TRUSTED 
CASH or CREDIT — one is just as good as 
-the other heie You can come in to-day and puichase 
an elegant piece of Diamond Jewellery — or a high 
grade Watch — or a dainty article of Silver, and it is 
yours on whichever system of payment you wish to 
adopt 

If you desire to BUY NOW and PAY LATER 
there are no distressing formalities to undergo Our 
CONFIDENTIAL EASY-PAY SYSTEM helps to 
gratify one’s desues by utilising time to simplift 
payment In other words, an article is purchased and 
is in use for 12 months before its purchase price has 
been fuly paid 

Now, some would think that in affording 
such libei al accommodation we are reseivmg foi oui- 
selves an excessive maigin of profit We are not 1 
And, this j ou will leadily realize when you give us the 
opportunity of showing you lound our showroom with 
its unique exhibits in Gem-set Jewellery, Silveiwaie, 
Porcelain, Bionzes, and woiks of Art, which are ac- 
knowledged to be the finest assoitanent m the East 

A visit from you will be a source of pleasuie 
to us, and should some of the articles of precious 
merchandise arouse in you the desire of possession 
don’t hesitate to make them your own 


( 5 ) 


Tours truly, 
N Perrv & Co 
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Body of the Letter. 

The body of a lettei is the pait that contains the- 
message, the letter is intended to convey This forms the 
mam structure while the other partB simply make up a 
frame-work upon which the main fabric may stand 

The letter as a general rule opens with a foiceful pre- 
sentation suggestive of the dignity and personality of the 
wntei Any reference to old correspondence or dates 
should be embodied in the preliminary sentence so as to 
gam the reader’s attention at once If possible, the central 
theme prevailing throughout may be embodied pithily to- 
form a nice pielude to the whole How to develop the 
subject matter and to sustain sequence of thought will 
follow m due course, let us restrict our attention in the 
following lmes to the technicalities of the question 

Dividing the whole subject matter into a number of 
suitable paragraphs often improves the appearance of a 
letter As to the size of a paragraph no definite rule can 
be laid down The mam thing to be borne in mind in this 
connection is that each particular theme of discussion is 
to be treated in a single paragraph Proper paragraphing, 
as a matter of fact, when judged solely by its effect upon the 
eve is a matter of proportion and a given paragraph will 
appeal long or short accoiding to the length and arrange- 
ment of the whole matter Maintenance of a uniform style, 
mode of treatment, punctuation, spelling and abbreviations 
are of the highest importance in the composition of a lettei 
As a geneial rule, unless the message is a shoit one, 
the whole, instead of Being put solid, should be properl v 
paragraphed , as short paragraphs are usually more effective 
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than long ones In an ordinal y letter the paragraph should 
not exceed ten lines, but if this seriously hampers with the 
maintenance of thought and sense, the practice may be 
done away with Even m that case the opening and closmg 
sentences being commonly of distinct matter from the body 
of the letter may be used as paragraphs. 

There has recently arisen a practice of breaking up the 
whole into great many paragraphs m contravention to the 
recognised rules of paragraphing referred to above 
Seasons put forward in its favour are two , first, that such 
a letter is more attractive and therefore more likely to be 
read and secondly, when necessary, certain matters may be 
made to stand out distinctly from the rest The only thing 
to be observed here is that paragraphs containing informa- 
tion relating to the same subject should follow one another 
consecutively to make a connected narration 


The Notable Items. 

While replying a letter, in order that no part of the 
question escapes unnoticed it is advisable to take up and 
discuss the subjects one by one m the order they appear 
in the letter to which the leply is made If any new 
matter is to be introduced, it may be inserted at the end 
Matters on which correspondence is in progress should be, 
if possible, handled first It is superfluous to say that 
if any subject matter is likely to awaken interest m the 
reader it may he dealt in first in order to put the reader 
in a complaisant and lespeehve frame of mind Import- 
ance of the subject matter also should be taken into con- 
sideration in adjudging the position of the paragraphs 
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In a letter dealing with different sorts of propositions, 
each one may be made to stand distinctly separated fiom 
the rest by placing a heading over each one in bold letteis 
Such headings may be used either in the left hand margin 
at the begming of such paragraph, or inside the reading 
matter eithei at the extreme left or at the middle of the 
sheet 

Lists of any kind or specifications should not run with 
the paragraph but bhould begin with a deeper indentation to 
the right for distinction If the list happens to be a long 
one, it may be attached to the main letter as an enclosure 
To facilitate matters the lists may be put in tabular forms 

The letters should close with an acknowledgment of 
courtesy or thanks to the reader 

Thus we have the following subdivisions in the general 
letter — 


(1) Lettei head 

(2) Date 

(3) Address 

(4) Salutation 

(5) Preliminary piesentation 

(6) Body 

(7) Conclusion 

(8) Complimentary close 

(9) Signature 

The following which is typical of short, pointed and 
well-addressed letter may serve as an apt example illus- 
trating each of the sub -divisional heads — 
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Example. 

Cable Addi css Code Western Union 

“Ettentradf Washington ” telephone— Main 3613 

AMERICAN BUREAU OF TRADE EXTENSION. 

( Incorporated } _ 

(1) Extentiude Building 

Washington, D C 

(2) March, 1922 

(3) International Traders Ltd , 

33, Canning Street, 

Calcutta 

(4) Gentlemen 

(5) Free publicity for ) orn firm provided you are 
still in Business * 

(6) The forced liquidation of many films during 
the past yeai makes it advisable that you letura the 
attached questionnaire so that the eommeicial world 
may be shown, through the International Directory of 
Leaders in Woild Trade, that you weathered the recent 
commercial storm 

This information in our files also enables us 
to answei inquiries about you and thus expedite busi- 
ness connections you want 

Your Company and its pioducts will be placed 
before the buying eyes of the woild without charge 
or obligation in the forthcoming edition of the Inter- 
national Directoiy, which shows manufacturers, 
importers and exporteis, etc of all countries The 
many commercial changes thioughout the world during 
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the past year have made all previous records of com- 
mercial firms inaccurate 

(7) Your company mil profit by this free pub- 
licity Fill out the questionnaire and return it to-day. 

(8) Yours very truly, 

(9) American Bureau of Trade Extension, Inc. 

Signatnre. 

The signature should always be in ink and in legible 
hand without any unnecessary flourish. When this is 
impossible a miniature zine cut or rubber stamp of the 
o ri g inal signature should be used It is always good to 
stick to a partic ular form of signature 

When the proprietor or any partner of a firm puts his 
signature for the company he may use the name of the 
firm as his signature Signature of a person writing under 
instruction of any body or firm should appear over the name 
of the party for which he stands with ‘for’ or ‘per pro' 
(which means per procuration) preceding it When in the 
capacity of a secretary or president of some Association, 
the position held by the writer should be placed under his 
signature 

A woman while signing her name should always prefix 
either ‘Miss \ as the case may be, within brackets A 
married woman should however use her own name as 
signature and supplement it with her husband’s name pre- 
fixed by ‘Mrs * within brackets under her signature 

Addressing the Envelope. 

Envelopes for the letter paper should be selected of 
such convenient size as to avoid unnecessary folding. Two 
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commonly used dimensions aie 3| by 6 \ inches and 4^ 
by 6J inches Name and address of the firm should also 
appeal at the top of the envelope in pnnt so that even if the 
lettei be refused or undelivered, it may be letuined to the 
render from the Dead Letter Office In addressing enve- 
lopes the same rules as in the case of writing addresses inside 
•should be followed The only difference is that while the 
addiess within is often without the name of the street of the 
addietsee the addiess on the envelope should be as com- 
plete as possible Postal abbreviations, if used at all, 
should be used as suggested in the postal guides All desig- 
nations like Head Master, Accountant, etc should be spelt 
out, and as courtesy to the leader his name must not be left 
without his titles The titles should be put in abbreviated 
■forms C0,MA,MLC,CIE,etc Custom requires in. 
general the use of ‘Messrs 1 before the name of a firm, and 
■of f Mr 9 before the name a smgle individual In lieu of 
‘Mr ' sometimes the term ‘Esq 9 is added after the name, 
aftei which the titles may be used The name and address 
of the sender may be put at the left hand comer nicely 
equaled up To avoid wntmg the addi esses twice, window 
envolopes aie often used and the letter paper is so folded 
■that the addiess within is visible through the transparent 
Jtabiic^of the envelope 

Spelling mistakes and improper punctuations, above 
all, any untidiness in typing oi writing should not occur in 
■any letter 

A careful attention to all the details will never fail to 
convince the readers of the respectability and business 
acumen of the writer 
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Forms of Address. 

In addressing gentlemen or firms of the following 
nationalities care should be taken to put the usual 
teimmologies in their piopei positions as shown below 

Single Individual. Firms. 


Bengali 

Babu or Siijut 


Messrs 

Tamil 

M E Ey 

Avergal 

Do 

Telugu 

M E Ey 

Garu 

Do 

Mahamedans 

Shaik 01 Maulvi 

Do 


or 

Sahib 

Do 

Punjabi 

Lala 


Do 

Burmese 

Maung 


Do 

English 

Mr 


Do 

French 

Monsieui or M 


Messieurs 
or MM 

German 

Heir 


Heiren 

Poituguese 

Elmo Sar 


Elmos Srs 

Itahan 

Sig 


Sigg 

Dutch 

Den Heer 


De Heeren 

Danish 

Hr 


Herrer 

Norwegian 

Do 


Do 

Swedish 

Do 


Do 


The title 'Messrs ' or its equivalents in foreign languages* 
may be omitted while addressing a firm tiadmg under an 
impersonal name as, 

The National Tanneiy, Ltd 
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Clear Statement of Motive— Viewing Readers' 
Interest— The reason of Approaching— Des- 
cription and Argument— Tone and Tract- 
Conclusion 


The Arrangement 

Standard Method— Presentation of the Proposi- 
tion-Opening Line— The Proposition— The 
Argument — Persuasion— The Closing. 

Characteristic of a Model Letter 

General Characteristics— Originality— Tract and 
Judgment— Adaptability— T o n e— For ce— Sus- 
pended Interest 



CHAPTER I 

THE SUBJECT MATTER. 

Appealing to the Intellect. 

If the coirect observance of technicalities of a letter 
attracts the attention of the recipient, the perfection in buil- 
ding up the subject mattei appeals to his intellect While 
the former creates mterest m the letter by virtue of its neat 
and comely physical, appearance, the letter awakens sym- 
pathetic attitude towards the contents of the letter by dint 
of its sustained literary diction, and even and logical flow 
of thought The success of a business lettei, however, 
depends on the perfect get-up of both these items The 
outward look of the letter draws the wandenng eyes towards 
it and the subject mattei does the rest, ? e , entices the 
leadei towaids the proposition or article m question 

Now, the building up of the subject mattei rests on 
three principal piops, each of which is as important as the 
other two, vis , 

(1) Gettmg-up of the subject matter 

(2) The proper way of arrangement 

(8) The chaiactenstics of a model letter 

These subjects are of such vital importance that each 
of them needs a separate treatment The present chapter 
is devoted to the first item 

Value of Brevity. 

The first and the foremost point in good letter writing 
is brevity, though not at the expense of completeness and 
vividity No unnecessary or irrelevant facts and figures 
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should be suffered to creep m Curtail all superfluities 
harping on the same string and strike out whenever a single 
idea occurs doubly, if not meant for emphasis Many are 
very erroneously apt to believe tliat too elaborate a discus- 
sion or description exercises a healthy influence on the 
reader's mind but they unfortunately seem to forget that the 
patience of the reader is thereby overtaxed, and there is no 
knowing when a rupture will take place due to overstrain and 
the letter thrown away Brevity in business letters is doubly 
valuable because of the number of persons to whom the 
letter must go for its due handling, and the short time that 
each can give to a single letter Moreover, in a long pio- 
tracted letter the obvious reason is liable to be eclipsed by 
verbosity and it alienates the reader from the inward pur- 
pose It is, therefore, highly desirable to write only as 
much as is necessary to carry weight with the reader and 
no more Purposeless digressions should be sedulously- 
avoided ‘Remember that the success of your letter 
depends even more upon what you put in than upon how 
much you put in’, these are the words of a very successful 
publicist Rather cut short such terms as ‘Tours of the 
I7th received and contents noted* , ‘Tnisting to hear from 
you at an early date* 

Instead of using such language as ; 

'Replying to your favour of the 21st instant in 
which you make enquiry regarding the result we have 
obtained by advertising in your paper we beg to state 
that 

use such form which is at once bnef and forceful 

‘I am glad to say, m reply to yours of the 21st, 
that our advertisement in your journal brought us more 
cash orders than we have evei mailed out 



THE SUBJECT MATTER 


29 


Clear Statement of Motive. 

The motive of addressing the reader should be gi\en 
-as deimite an expiesbion as possible The puipose of lend 
wnting is frustrated if ^hat the writer means is not put m 
lucid and at the same tune a pleasing style Anj vagueness 
in the motive is naturally reflected in the body of the letter 
and is prejudicial to the success of the letter All angles 
of views should converge towards making the reader feel 
and feel vividtythe motive, of which the letter is made the 
medium to fulfil To attain conciseness and vividity m 
one, to develop dry statistical figuies into interesting facts, 
the reading matter should be gone through and remodelled 
-again and again Constant application m improving the 
reading mattei never goes m vam and is responsible for very 
many successful letters 

Besides, as piactical measures to gam this end, we 
suggest that the writer before beginning the letter should 
leflect on the cential theme and weigh the arguments foi 
•and against it to have a clear personal insight into the 
matter so that he may be in a better position to handle 
the subject with caution, judgment and spontaneity, and 
can discreetly liri h up subordinate facts with the pervading 
topics in one unbroken cham The following may serve 
•as an illustration of the above when the need for advertise- 
ment is to be pointed out to the readers 

“The approach of trade revival, which was so long 
oveidue, is signalised by the gradual improvement of 
the general market and preludes a fine business dawn 
Those who get prepared by this time will no doubt 
be the greatest gainers 
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You, of course, do not like the opportunity to slip 
by , if so, screw up your courage to the starting of an 
advertisement campaign to make what you have to 
offer widly known and to leach a larger circle of. 
customers. You cannot be indifferent on this point 
for your fortune is at stake, as all records show that 
most business failures hang m the tail of non- 
advertisement ' 

Viewing Headers 1 Interest 

Whenever possible, the opening line should be employed 
as showing how it is to the reader's interest to go through 
the entire letter, and by way of convincing him that his best 
interests and welfare are being looked after and are quite- 
safe in the hands of the writer Such linking up of the 
interest of both the parties, the writer and the written 
to, goes a great way towards the success of the letter. 
Couch your language m such a tone and style that the 
furtherance of the interest of the reader more than anything 
else is at your heart and that service to Him is manifestly 
uppeimost in your thought Such winning aspects cannot 
but induce the reader to a favourable consideration, of the 
subject leferred to him Whenever necessary, a second 
statement may be appended to elucidate the theme where 
a long introductory paragraph occurs Note the following 
examples as illustrations on the above — 

‘Conducting a 1 oaring business, of course, that is 
the desire of your heart Allow me to suggest how 
I may help you m that direction 1 

'Our newly patented machine, we are confident, 
will prove a vital step for your immediate benefit and 
profit * 
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‘Whenever you get in difficulty, in transportmg 
your goods, ring us up ' 

The Reason of Approaching. 

It is a far too common drawback of a writer to allow 
the reason of appioaching the reader to be obscured by 
useless verbosity and lack of clear conception A letter 
falls far short of its objective, if the reason does not stand 
out conspicuously from the rest In this connection it will 
not be out of place to note that the puipose is too often 
confused with the reason But they differ widely m mean- 
ing while the purpose of writing mav be implied 01 not, 
the leasomng put forth should be bioadlv based to peisuade 
the leader to the fulfilment of coveted purpose The pui- 
pose may be hidden from view but the reasoning for approa- 
ching under all circumstances should be explicit When 
a person offers something for readv sale, his reasoning for 
appioachmg the buyer is to persuade him to buy his com- 
modity, while his object in view can he making profits, 
to cleai bad stocks even at a loss, to wind up the Business, 
to damp down the market and bnng His competitors on 
their knees, and Buch other things Here are a few concrete 
examples from successful letters where the reason for writing 
is very plain 

‘We offer the buyer, the lender, the dissatisfied 
owner, the attorney for heirs, an appraisal service 
founded upon positive knowledge of actual conditions, 
gained in twenty-five years ’ 

‘This is youi opportunity to get a lot of pretty 
puja clothes at very low cost if you order at once ’ 

‘We are looking for some body Some bodv in 
your town Some bodv who wants a whole lot of easy 



32 


HAIL ORDER LETTERS AND METHODS 


profit Some alive, alert, resourceful dealer to handle 
our bigger profit glassware ’ 

'We will help him the business, the goods will help 
him keep it ’ 

Here is another instance quoted fiom an actual letter 
We take pleasure to place our services at your 
disposal for mars hallin g your commodities to your 
highest advantage and profit The circulation policy 
of Commercial India has already appealed to oui 
progressive commercial classes Need we mention to 
you particularly what this enoimous cumulation among 
a progressive people means to your business? You 
have the opportunity to speak of your wares through 
the pageB of Commercial India to the widest circle 
of buying public all over the county Should you 
miss it? 

We must have to close the forms by the first 
week of January, and if you value placing the story 
of your wareB before the widest range of buying readeis 
you cannot delay 

Your competitor is certainly on the look out and 
may steal a march over you 

Ever for your Success,’ 
Description and Argument. 

Next comes the question of desciiption The vividness 
of description of your pioposition or articles of sale would 
conjure up a living picture m the mind of the reader 
Hazy and unforceful description is too often responsible 
for failure in getting responses No omission of the vital 
-parts is allowable inasmuch as it instigates doubt about 
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the genuineness and quality while too much of it is 
disgusting In descubing the article special mention should 
he made in what lespects yours is an improvement over 
others, e g 

“The 'Pearl” handkerchiefs are specially attractive 
as pretty puja gifts Made of handsome crepe de chine 
with unique stencil pictures m many ongmal designs 
and colourings, these are veiy acceptable gifts and 
because of their usefulness and attractiveness, are 
never amiss as lemembrances ” 

Arguments, like description, go a long way towards 
-convincing the readeis Induect arguments suggestive of 
the supenonty of the ai tides aie often more effective than 
dnect arguments for, as in the latter case, the reader does 
not at all know that he is unconsciously taken through a 
cham of arguments Take for instance the following 
^example of indirect argument — 

“The arrival of a laige number of unsolicited testi- 
monials fiom our satisfied customeis for our new 
invention is a sure indicator of its great success It 
goes, without saying that the ‘article* has caused a 
great commotion in the market ” 

Yet aiguments are not all You may convince the 
leadez that youi offer is the most advantageous but still he 
may not be in a mood to buy So a letter generally has 
a few lines given to persuation, which is the vital point 
For example — 

‘The time to let us demonstrate is right now, to- 
day, this minute There is nothing to hesitate ab'out 
The nsl is all mm Tear off the caid Get it right 
in the mail You will be glad you did You will count 
it a lucky move on your part.”- 
3 
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A ieal letter closes with the following peisuasive* 
sentences — 

“Heie is a ieal chance foi you to leap a haivest 
of piofit * A clicnicc foi you Go ovei the enclosures 
vei\ caiefullv, lead between the lines and see what 
a bioad \i ay of possibihties aie opened before your eyes 
Don’t ‘he dreaming’ A big piofit-oppoitunity is 
looking jou in the eye light this time 

Diop youi caid — immediately Take the step 

to-day — if piospenty’s demand counts anything with 


Tone and Tact. 

Though a sound business is built upon honest dealings,, 
tone and tact aie nereitheless useful instruments m the 
hands of a skilful writer m turning down a ihan without 
hinting Ins feeling and showing him the injustice of his 
position while persuading him to see things m a different 
diiection Tact is also necessaiy to put in arguments m 
refuting objections which a readei may be inclined to raise 
on perusal of the mattei The tone of couitesy and lespect 
also tempeis the contents suitably The following is an 
instance 

'You ask us to explain why the muslin such as you 
bought of us at Bs 2 per yaid is now offered for sale 
at Be 1-12 The explanation is simple you made your 
purchase when the goods were just placed on sale, the 
present puce, as oui advertisement plainly states, is 
made on lemnants m older to close out the lme Under 
the circumstances we must decline to considei your 
suggestion that we refund to you the diffeience in puce ' 
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Conclusion* 

The letter should terminate with a friendly (.lose 
In a letter, however, all the several items meige into 
one another accoiding to the needs 

Below is a modification of an ideal lettei 

'This is a cordial invitation to you to see the wilt- 
ing of our sugai machine 

And youi acceptance implies absolutely no obliga- 
tion on youi part 

We aie sure, howevei, that when you have once 
seen the woikmg of the machine, you won’t want to 
buy any othei 

Oui machine has pioved to be a self-selling one 
It stands absolutely on its merits 

I simply would like to make a few observations 
purely on your own account and future guidance I 
want you to know the machine and see for yourself 
what it really represents in simplicity of construction 
and efficiency 

After these assurance, may I hope that you will call 
upon me any day this week 9 

Bemember, there is not the slightest obligation 
I shall enjoy showing you the woikmg whether or not 
you aie interested in buying * 



S CHAPTER H 
THE ARRANGEMENT. 

Standard Method. 

In the preceding chapter the general principles to be 
followed in the composition of any business letter have been 
indicated The method of airanging them should next 
receive our attention It is no wonder that the proper 
arrangement of the contents of a letter should be an essen- 
tial factor m good letter writing No doubt the inclusion 
of convincing argument and winning persuation, in the bodv 
of the letter specially when they are ably written or compil- 
ed with discretion, goes a long way towards securing the con- 
fidence of the reader but the proper arrangement thereof is 
nevertheless of no less importance Simply ciowdmg of 
facts and figures without any order or system, however inter- 
esting they seem in their isolated states, cannot but form a 
disjointed whole and is doomed to fail in carrying weight 
Many are observed to ejaculate in utter disappointment to 
the effect that their letters have gone quite unnoticed and 
unresponded but they do not think worth their while to 
probe mto the causes that were really responsible for tbeir 
failure and to rectify the drawbacks Faulty arrangement 
often offers causes of sad disappointment Snowing Eow 
to arrange the matter will thus to a thinking mind, appear as 
important as selection of materials to be put in A graceful 
harmony of the two is what all lettors should aim at 
attaining 

At the very start it may be pointed out that it is not 
possible to dictate any typical system of arrangement The 
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order followed by the master wuteis varies to a great extent 
according to personality and characteristic features of their 
own Moieover to an expert letter water the letter loses 
its brilliancy if some stereo-typed forms are mainly employ- 
ed They lather find a flavoury trait m departures from the 
general rule But at the same time it should be made dear 
to the beginners that for them it is wise to follow the 
method prescribed below so long as experience and know- 
ledge of human mind do not befit them to handle the letters 
in any way they please .Without a thorough grasp on the 
usual method of arrangement, one cannot possibly ascertain 
when any departure may be made with good effect Let us 
here study what order is most natural and efficient as well 
and hence is advisable to follow 

Presentation of the Proposition. 

The object of the letter cannot be realized unless the 
reader be pi availed upon to go through the entire letter 
What sorts of materials should constitute the body has 
already Eeen discussed An insight into the subject would 
convince one that the presentation of the proposition at 
the very beginning is to be discouraged, because in 9 cases 
out of 10, this practice insinuates in the minds of the 
readeis that the proposition is viewed from one side only 
inasmuch as it seems simply advantageous to the writer and 
thus prejudices their heart against the proposition even if 
they are carried away by reasons oil sentiments which 
follow towards the proposal Specially it is unwise to quote 
prices in the fiist paragraph without explaining the ad- 
vantages and usefulness of the article in question But 
there are always exceptions to the general rule When the 
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proposal will without any doubt seem profitable to the 
leader or whenever an unusually cheap offer is made, the 
proposition may be put m the opening lines to ensure atten- 
tion and careful perusal 

Opening Line. 

Then how to begin if the proposition is not to go first 9 
The object of letter writing is likely to be fulfilled if the 
fiist few lmes can cieate wide-spread interest m the mmd 
of the reader As a rule, the success of a sales letter 
depends upon its opening paragraph The general proposi- 
tion contained in the lettei may be ever so convmcmg but 
it will not be read by man}' men unless the opening lines 
look interesting The lmes should breathe of freshness, 
charming personality and enthusiasm All cut and dried 
phrases and common-place utterances are to be sedulously 
pruned off Express m a few ensp and tactful words that 
the interests of the recipients are looked after The reason 
of approaching ma> also be embodied in the opening lines* 
The interest should as much as possible be sustained till the 
readei comes to an end of the letter It has often been 
observed that the opening sentences seal the fate of the 
whole lettei , foi they ma> induce the reader to go on or 
stop instantly Never wnte, ‘It has occurred to the writer / 
*1 am taking the means of acquainting you with the fact 
that I am a , 1 etc A few examples of apt openings 

follow — 

‘Of couwe jou aie m business to make money; 
and this Being the case, would it not be worth while 
for you at this time to consider the handling of such 
additional lmes as would enable you to make money 
duiing the summei months 9 * 
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‘Behind this big machmeiy plant is an ideal that 
is much biggei than the plant itself, 01 the men who 
built it That ideal is to help the Indian youth to 
find an honouiable living and mciease his earnings ' 
The opemng lines instead of foimmg a paiagraph may 
consist of a single sentence, a meie phiase 01 a pertinent 
head line Examples follow — 

‘Look foi quick letuins and profitable ones 1 ' 
‘Earn big money by investing in — 1 
'Yes, it is tiue, eveiy word of it 1 * 

1 Aimed 1 * 

By way of passing it may be lemarked that if the 
opemng is too staitkng, it may give offence to the leader 
■to whom it will be impossible to connect it logically with 
the proposition following 

The Proposition. 

The next m ordei should come the pioposition for 
piesent action befoie the leadei Here also a thiough and 
-thiough knowledge of the older m which the pioposition 
16 to be offeied is as lmpoitant as a keen insight m legard 
■to the matenals to be put in the lettei is necessary The 
mam point to be lemembered is that the proposition is to be 
laid here m its entirety with the thought maintaining a 
logical flow in appiopnate succession In shoit, the pre- 
sentation of the pioposition should take place m a manner 
as to make the leadei follow the letter with interest and act 
upon its suggestions No amount of stem logic can secure 
a leading unless some new chaiacteiistics oi peisonahties are 
•developed As an instance take — 

‘The moment you employ oui Labour Saving Sew- 
2 ng Machine you stop the eternal paying into the pockets 
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of others , you get bigger amount of work with smaller 
amount of labour 9 

The Argument. 

After the presentation, of the proposition, it is well and 
good and most logical and natural as well to add a few 
lines in the shape of aiguments, the main object of which 
is to show the advantages of the proposition and the profit- 
ableness of the offer moie to the leader than the wnter seems 
to derive fioru it The aiguments when backed up with causes 
and effects, facts and ciicumstances appeal to our reason. 
The success of it, however, depends equally upon the goods, 
the reader and the proposition Offering a machine to a' 
villager is meaningless unless it is shown theiein how with 
a capital within the leach of every man and with a simple* 
manipulation of the machineiv offered the reader will be 
enabled to earn a decent living at home Finally when 
convincing proofs have been produced to corroborate the 
solidanty of the pioposition, one thing still lemains to be 
done, we mean clinching the arguments to a climax which 
generally amounts to strong peisuafcions. Tactful wordings- 
should be taken lecouise to to incite prompt attention to the* 
proposition 

Fersuatlon. 

When the proposition has been piesented and sup- 
ported by arguments and facts and figuies the mind of the 
reader attains a sympathetic mood towaids the reasoning 
of the letter But he should next be stirred up into action 
Herein comes up the function of ‘Persuation’ 

Suggest to the reader that an early compliance will 
end m his favour, request lnm to act up to youi sugges- 
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tions while at the same tune allow him to exercise his own 
free will , show him the timeliness of the offer, readiness* 
to serve on your part , extend a hearty welcome to youi show- 
room with no obhgation on his part; hint that the leader 
may lose by delay , in short stir him to action This func- 
tion is often identical with closing paragraph as will be 
seen below 

As an illustration take — 

'After you have bought your first dozen red and 
blue pencils, you will be glad enough to buy them by 
the gross and save much more , you’ll have identically 
the same experience as our many other satisfied 
customers * 

As a means to clinch the argument write — 

'Send me your order by return mail. It will prove* 
a real revelation to you 

Take this money-saving step to-day ' 

The Closing. 

Generally, a closing paragraph brings the whole into 
termination Here also too conventional closings such as 
Trusting that we may have the pleasure of hearing from 
you and assuring you that your reply will be greatly appre- 
ciated or Thanking you in advance for the early reply you 
will give us*, aie to be avoided A do-it-now tone is all 
that is wanted For examples — 

Till up the enclosed blank and mail it to us 1 
'To-day — Bight Now * 

'No matter what the occasion, how trivial the 
purchase, give us a trial on your next order You will' 
be delighted with the result ’ 
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‘You will be glad you adopted this suggestion- 
Tiy it at once and see * 

‘Decide to come light now — *tis a profitable 
impulse ' 

‘In jour town it is ^old by our Agents Messis. 
& Co Try it We are sure you will be 
satisfied with the qualitj And it will give your farm 
all the protection it needs f 

A courteous or compliment aiv closing is also the custom 
with mam The following may serve as examples — 
‘Assuring we are here to give you the same good 
qualities, conscientious values, square treatment and 
courteous attentions at all times * 

‘We would greatly appreciate an opportunity to 
quote you on youi requnements * 

‘Hay I hope to hcai fiom you by return mail 9 * 
‘We piomise uniform good quality, correct weight 
and a smceie w'lllmgness at all times to prove our 
thorough appieciation of jour land patronage * 

Conclusion. 

Fiona the abo\e we see that the logical method of 
.piiangcment is as follows — 

1 Enthusiastic Opening 

2 Presentation of Proposition 

3 Arguments, etc 

4 Persuasion 
5. Closing 

-which it is wise for beginners to follow though only- 
experience and practice can dictate when a departure from 
the abo’ie system can be made without any detriment to 
-the contents 
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The following example tuII seive as a guide — 


Dear Sir, 


Enthusiatic 

opening 


Proposition 


Argument 


Persuasion. 


High! now it is important that 
busmessmen should look prospeious, should 
be well-diessed and carry the air of one un- 
touched by adveisity This apphes equally 
to the man whose credit is an asset in his 
business and to the man who is employed to 
repiesent otheis 

A piosperous appearance is desuable 
at any time , } ou know this without my telling 
you , but theie is one thing in connection with 
it that I can tell \ou — how to get the best 
lesults By lesults I mean best fabrics, best 
patterns, best styles, best fittings, and best 
woikmanship in your clothes Every other 
tailor claims the same things — of course, but 
I keep right on claiming them by everything 
I do, not onl’v while you are Buying a suit 
of me, but as long as you wear the suit If 
I should see the suit on you a year aftei you 
brought it, I would say, “best fabnc, best 
pattern, etc ” and if you did not agree with me 
I would make you another smt for nothing. 
In othei woids I want the result moie for the 
lesult than foi the sake of getting your money. 
That's why I mean best when I say it 

I am not carrying over any old stock : 
nor trying to work off 1920 patterns in suits 
made in 1921, my stocks are new and the 1921 
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I would make you another suit for notning 
patterns are very attractive and effective, I 
would like to show them to you 

My puces are fair, fair to you, fair 
to me, fair to the best workmen who had, 
they are not high puces — just fair 

Closing I would like to make your winter suit- 

Yours very truly. 



CHAPTER HI 

CHARACTERISTICS OF A MODEL LETTER. 

General Characteristics. 

Giaceful physical look, judicious composition of the 
body matter and the proper airangement of the same 
though of inestimable service m the making up of success- 
ful business letters, do not comprise all the elements 
necessaiy in a model letter but simply form a solid founda- 
tion upon which the entire stiucture would depend Their 
assistance is no doubt indispensable in wri tin g a most 
faultless composition but with all this they may be 
impotent in imparting a freshness and life r unnin g through 
the whole It is difficult to lay down outlines on which 
p model lettei should be drawn, for letteis should he written 
in diverse tone and style to adapt themselves to the 
occasion and to the sunoundings All that is possible heie 
is to point out several geneial characteristic features which 
almost all master letters contain The most impoitant of 
them are — 

(1) Originality 

(2) Tact and Judgment 

(3) Adaptability 

(4) Tone 

(5) Force 

(6) Suspended Interest 

Originality. 

A lively original composition holds a peculiar rhorm 
' mei tte readei’s mmd People are so much tired of 
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comontional writings than a stale stjle and stereo-typed 
expressions can scaicclj hope to attract the notice of the 
loaders Most of the successful lcfcteis will be obseived 
to contam savings not met mth geneiallj By ongmality 
of couise ne do not mean a queer saying but a genuine 
\\a\ of thinking, altogether in a new line to engcndci 
inteicst in what is to follow Simplicity of thought finding 
expression in a simple and natural stjle nevei fails to 
awaken cuiiosity in the lendeis Above all, opening 
paingiaphs specially should be nf original type depaiting- 
as much as practicable fiom the giooved line of pioceduie 
When the cuiiosity has once been laised to a point it is 
incumbent upon the wiitei to sustain it by prudent selection 
of matters Letters Truth unique openings arrest attention 
at once One cannot shut his eyes against such opening 
lines as 

‘You can’t blame me if it happens I 
I have flashed the signal 
I’ve hung out the red light, — 1 
‘Do you daie tirfle with voui health? Do vou 
know it’s the most valuable of vour -possessions? With 
it powci, success and happiness aie youis Without 
it jou aie neithei efficient noi happy * 

‘Your name was given us as a man ready to giasp- 
an cxtra-oidinan oppoitunitr to make money 1 

‘Your money's joiu own You will of comsc 
<spend it any way tou want to You may pay high 
furniture puces But we liaidlv believe ’ 

Displayed and catchy head lines also act as so many 
•sian posts to the subject mattei and serve as effective 
celling points since voui leader cannot fail to see them 
Thi** method of usinsj <diong catchlines should onlv be 
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practised where it is justifiable by ment of the proposition. 

‘Match Problem Solved 

Simple Machines Guaianteemg 50 pei cent piofit. 
etc , etc ' 

‘A unique Diseoveiy 

New in the field 

Tact and Judgment. 

Success m letter wilting depends upon the tact with 
winch the letter is to be handled Tactfulness has manv 
a time brought in fresh customers and has re-won the 
confidence and pationage of dissatisfied constituents Now 
foi drafting a letter, tactful and spontaneous at the same 
time, one must exercise good judgment, which with 
moderation and commonsense is the best fnend-of a letter 
wiiter Observe all things and piopositions torn the point 
of view of the readeis foi whom the lettei is intended 
This piactice will humour the readers, inteiest them_ 
appeal to them and will never offend them 

Another policy geneially adopted m this case is to 
think clearly the whole subject, weigh carefully the pros 
and cons and thus possess a first hand idea, clear and’ 
conect, of the proposition to be piesented In short, look 
into youi heart and write Don’t try to imitate otheis 
but write out your own ideas steering clear of cut and 
dned phraseology This piactice will ensuie ongmahty of 
ideas and m the hand of a deep thmkei the letter will 
possess the elements of a model letter Good judgment 
also requires that the proposition of letters should appear 
quite plausible, since tiuth and sincerity are of the greatest 
assets to a letter writei If there hangs some absurdity 
about the proposition, this will insinuate doubt in the 
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reader’s mind as to the veracity of the writer, and the 
letter would fall far below its mark 

Adaptability. 

It is the skill to secure hearing from all parties The 
same letter is not equally pulling in all centres One may 
yield unprecedented success in one quarter and yet may fall 
quite flat m another circle The letter should be adapted 
according to the temperament, education and scope of those 
-to whom these are addressed What may be catchy to one 
section of people with particular social or political views 
may be lacking in carrying weight with those of the oppo- 
site camp In short /the tastes of the various persons 
differing from those of others, before communicating with 
them their nature should be studied as much as possible and 
•they should be approached by the master writer in a manner 
as most likely to appeal to their brain and heart The lan- 
guage of the writer, the method of putting things, the length 
of the letter also require modification to make the letter 
interesting and not disgusting to the reader A long letter 
may be quite agreeable to the sense of a villager unused 
-to receive many mail letters daily but big letters would be 
quite tiresome to a busy man of business Where the 
nature and inclination of the addressee is unknown it is 
desirable to write letters of mediocre size Another 
important thing to be noted in this connection is being 
abreast of the times and taking the psychological moment 
-to advantage m extending the busmess Timeliness of 
offer is an important factor m winning new customers 
A touch of colloquial and personal language is often a 
-useful instrument in the hands of skilful correspondents 
"Language is also to be moulded according to the profession 
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or trade of the recipient The use of a little slang and 
professional and te chni cal phrases and rhetoric is not only 
allowable but also justified m conveying the idea that the 
conespondent is quite at home with the subject This 
does not of course presuppose wholesale technicalities in 
the body of the letter Only an occasional touch here and 
there signifies familanty with the business 


Tone. 

While style is the ‘dress of the thought 1 , tone is 
‘atmosphere P Try to cultivate an easy and natural tone 
It is determined both by the matter and by the impression 
that the writer wishes to produce The tone of the letter 
is affected to a considerable extent by the person m which 
the letter is written Many correspondents allow the first 
peison to dominate over their correspondence Though 
this mode of expression smells of an egoistic tone giving 
offence to the recipients, its use is allowable while express- 
ing some opinion or giving personal touches In general 
correspondence it is good to keep oneself in the back- 
ground Such examples as, ‘I have done such and such 
My articles are super-excellent The prices I offer are the 
lowest available in the market’ fall ineffective The use 
of third person also imparts a cold and distant tone which 
in general letters should be discouraged It is thus prefer- 
able to write a lettei m the second person because this 
shows a delicate courtesy to the reader and assures him 
that the question has been dealt from his point of view 
and that it is to his interest that the letter should be gone 
through. 
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Mark the congenial tone in the opening lines of a letter 
that talks facts and figures to the fanner appealing to him 
to pamt His farm — 

I have just been thinking about that bam of yours 
It is the storehouse of your farm and holds the 
rewards of your season’s labour, till they are marketed 
A mighty important building I 

You would not feel safe if it was not fully protected 
against fire, yet it is a fact that more bams aie 
destroyed by pamt neglect than by fire — and pamt 
is a whole lot less expensive than insurance It is the 
cheapest form of protection for you 
Force. 

The letter should possess convincing ani compelling 
elements in it as well To achieve this the letter should 
be foiceful and absolutely outspoken A spirit of enthu- 
siasm should pervade the whole of the letter this guarantees 
sincerity on the part of the writei and evokes faith and 
conviction from the prospective buyers 

A forceful writer moves his readers by the life and 
force he mstils into the subject He impresses the leader 
with the importance of the question His liveliness and 
enthusiasm are contagious like laughter and catch any body 
who may happen to read it 

Talking direct to the point and being brief are also 
steps leading to forcefulness Let youi thoughts move 
with grandeur towards a climax, and thus lend an unusual 
force and vivacity to the whole, so rarely met with m 
ordinary correspondence 

The following is an instance of forceful paragraphs — 
*1 want a man who is a salesman from the ground 
up, who is a money maker fiom head to heel 
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He must have vim, vigour and velocity m him! 
He must have ginger, gumption and getabihty He 
muBt be ambitious, resourceful, reliable — yes, above 
all reliable 

He must take hold of this thing with head, heart 
and hand and woik for all there is in it * 

Suspended Interest. 

When the interest of the reader has once been 
awakened by an enthusiastic opening, do not let it dag 
but sustain it carefully, to the very end of the letter The 
■crucial pomt is not to be revealed too soon In the words 
of a publicist, 'You are to Build up his hope, awaken his 
■desire, before you display the mam object — the big idea — 
the real issue of your proposition By that time he is 
hkely to want it He is ready for it His enthusiasm 
and interest are kindled He is then near action 9 Here 
as an example of suspended interest — 

If some body told you how you could increase your 
productmn 50 per cent or 60 per cent you would lend 
him an ear, wouldn’t you 9 

And if some body else told you how you could 
cut down your manufacturing cost 25 to 30 per cent , 
you would listen to him too, wouldn’t you? 

Here follows another instance how interest is suspended 
while offering a book which shows how to be another man — 
a biggei edition of one's former self — 

May be that's a strong thing to say ! May be it 
isn’t, may be I am putting it dead straight “You’ll 
be anothei man 11 You're no different from the rest — 
the men of the hour — alert, up-and-doing, success- 
craving, determined to accomplish more to-day than 
they did yesterday 
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You aie no difieient, I say If you, too, read 
“The New Success' * it will light within your breast the 
fires of new ambition, just as it has done with every 
other man 
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THE FOUR GLASSES. 

Having given the general characteristics of Business 
Letters we are called upon to classify our correspondences 
To attain efficiency in the correspondence of the office 
the first step would be to systematize the mail And m 
doing this we find we can use stereo-typed forms m some 
rou tin e business of the house Thus we come to the 
fiist class of all business letters — The Routine or Form 
Letters which cover s imil ar initial and answer letters 
to several parties 

Following this we divide our correspondence according 
to the kinds of business transaction The general business 
of a commercial house are (a) Procuring orders, (b) Col- 
lecting money, (c) Appointing agents and retailers for 
distribution of merchandise The correspondence therefore 
naturally classifies itself into these four groups 

(1) Form or Routine Letters 

(2) Order Procuring Letters 

(3) Collection Letters 

(4) Agency Letters 

When we have studied these four classes of business, 
we find the entire correspondence automatically divide* 
itself into these four separate classes We resystematize 
these in the following pages 
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THE FORM OR ROUTINE LETTERS. 

Orders and Answers to Orders. 

One of the most important items m the routine business 
of all merchants houses — big or small — is sending out 
ordering letters and acknowledging the orders received In 
the proper conduction of busmess while goods are to be 
purchased either in raw or finished form from the manu- 
facturers or wholesalers, by rail, nver or sea by despatch- 
ing order letters, the orders received by the firm in it* turn 
from its customer, are to be acknowledged and fully filled 
up And in due course enquiries are to be made and 
answers given, complaints are made and received and ad- 
justment to them done Thus m the Form Letters we 
have the following groups — 

(1) Orders and Answers to Orders 

(2) Enquiries and Answers to Them 

(8) Complaints and their Adjustment 

The essential pomts to be borne in mind m the con- 
struction of ordering letters are — 

(1) Reference to catalogue 

(2) Itemizing the goods ordered 

(3) Description of goods 

(4) Method and Date of delivery 

(5) Remittances or Enclosures 

(6) Miscellaneous 
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Reference to Catalogue. 

To minimise the chances of error and misunderstanding 
always give a reference of the goods you want from the cata- 
logue or price list of the company with whom you 
place your order Any number appended to denote the 
article or its quality must on all occasions be quoted with 
scrupulous accuracy Such practice would help the sell- 
ing firm to understand exactly the kind of your requne- 
ments and would thus end m expediting the affair If the 
company does not issue any catalogue or circulars, details 
of goods from its previous correspondence may be freely 
quoted If you use any order and office number, 
put this also clearly at about the top of the letter so 
that the other paity will refer to it m responding 


Itemizing the Goods Ordered. 


This means that names of articles for which orders are 
booked should be arranged carefully in a column each with 
a separate number Writing the order lettei m the tabular 
form or something amounting to it is here meant It is not 
far to see that this sort of arrangement is most agreeable 
to the selling firm as this facilitates carrying out the order 
free from all risks of enors and omissions The act of 
checking the despatch of order or packing of goods becomes 
n matter of easy completion both to the buyer and seller 
An easy reference to the goods ordered 01 despatched is 
also affoided by this system 
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Description ol Goods. 

The older letter should be explicit about the goods 
required It is belter to write a few words more than a 
few words less than those actually wanted to make the 
letter fully intelligible Give a clear description of goods 
you need, state the quantity, size, style, puce, etc in 
the very woids of the sellei Your intei eats will then not 
only be fully safeguarded inasmuch as you can complain 
if the goods are not up to description and can legally claim 
replacement of the ordei or refund of the value money but 
also the terms would be advantageous to the selling party 
ns no possibility of misdekveiy heio exists and the ordeis 
may be complied with without consutlmg catalogues or 
pievious communications To eliminate probable sources 
of mistakes, the page of catalogue dwelling on the article or 
containing an illustration of the article is sometimes- 
enclosed in the letter 


Method and Date of Delivery. 

Too much cannot be said concerning the caution to be 
exercised to make this point quite deal and complete If 
you are sorely in need of your articles, instiuct the firm 
with whom you place your older to carry this out by such 
and such date If the article be of no use to you if these- 
are leceived later on, speak this out and write that the 
older is subject to cancellation provided the goods are not 
received by that time The method of booking or shipment 
may also oe specified , for instance, you should intimate that 
the parcel is to be sent by mail, by V P P , by rail, by 
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parcel post, by special messenger, or anything of the kmtL 
If the order is to be sent by lail give the name of the nearest 
railway station and if by steamer, give the name of the 
nearest steamer ghat, and so on 

This statement would prove equally helpful to the- 
customei and seller The seller is spaied the trouble of 
ascertaining the best way of tiansit while the buyer feels- 
that his instructions are being followed to the letter 

Remittances or Enclosures. 

A model letter would also allow a few woids on thn 
manner in which the monetary transaction would be done 
If you enclose any cheque, draft, promissory notes, have- 
it mentioned in the body of the letter 

Miscellaneous. 

If the destination where the goods are to he despatched 
be otherwise than that appearing on the letter head, clearly 
advise where the goods are to be sent and furnish also the* 
new address 

Duplicate orders are often to be sent when any un- 
necessary delay occurs in the safe arrival of goods In 
such cases repeat your previous letter instead of writing to- 
serve the order of such and such date The importance of 
this procedure would be evident to you when it is taken 
into account that the letter may be lost m transit Of 
course the whole matter should be laid bare to the partv 

In case of re-orders also lepeat your order An illustra- 
tion covering all the points enumerated follows — 
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'On 26th March I sent you an order for the under- 
mentioned goods to be forwarded by rail, mail, but I 
regret to say that the articles have not reached me 
yet 

The goods ordered for were * 

We give below an example which may be accepted as 
a dependable model for order letters 
Order No — G24 
Gentlemen, 

We have duly received your circubr of the 4th 
mstant with samples and price list We like the 
samples sent and therefoie enclose a trill trder ns 
folio/, s — 

6 pieces Tussor No 029 at Be 1-14 per yard 

12 pieces Mercerised Suiting No 050 at Be 1-4 
per yard 

9 pieces Silk Tussor No 007 at Bs 2 per yard 

Kindly supply this merchandise uta B I B to 
Calcutta City Booking Office on or before April 2 and 
send the E/E by V P P We are enclosing a cheque 
for Bs 20 as advance 

Youtb faithfully, 

To minimise the task an Order Blank may be 
-substituted 


Order Blank. 
BLABE & CO 


Order No 
Name 


Allahabad 

Date 
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Address Remittance 

Date of execution 

Route 


Number 

Quantity 

Articles 

Price 























□ 



General Remarks 


Signature 


ANSWERS TO ORDER LETTERS. 
Promptness in Reply. 

. * n building up of business nothing is more- 
important than promptness in leplying all ordeis The 
evils of dilatormess in this instance need not be brought 
home to the business men Business etiquette also 
emandB that no lettei should go unanswered even if one 
enquires m a line you nevei represent The buyers are 
eager to know the fate of their letters and expect to get 

an eariy intimation of what action fa being taken to carry- 
out their orders f 
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Simple Acknowledgment. 

The first duty on the leoeipt of an older letter is to 
■acknowledge it, mentioning the date and reference number 
of the letter received The older is sometimes lepeated 
In passing, write that the ordei is engaging your best 
^attention and will be executed at the earliest possible date 

Punted letteis with spaces left for filling up dates, 
subject matter, etc are mailed to the prospective 
customers as acknowledgment These should be drafted 
with care and simplicity to cover a gieat number of cases 
A general form Lite this may be used — 

'Dear Sir, 

We acknowledge with thanks your order of 
March 21, 1923, for 800 dozen pair of stockings pei 
size and numbers quoted from our catalogue of 
January, 1923 

The order is receiving our attention and will 
be complied with in a week 

We assure you of our appreciation of your 
valuable trade 

Yours faithfully, 

Notice of shipment or transport may be sent later on 

Date of Delivery. 

If you are positive on sending the goods on such an 
-such day, inform the buyer to that effect In shoi 
enlighten the buyer on the carrying out of the order o 
much os you can 
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H your stocks have run low or you have oversold 
yourself and some delay is inevitable m complying with 
the order, speak this out unreseivedly to your customet 
and also tell him positively on which day he may expect 
the goods This piactice would alleviate much misunder- . 
standing and would help to preserve the mutual co-operation 
and good will 

Failure to Supply. 

Occasions would arise when the selling firm would not 
be in a position to carry out an order at all or in full* 

In such cases write expressing youi legrefc foi failing to 
carry out the ordei If the order can be filled only m part, 
inform the buyer which of the items you are unable to 
supply and thus allow him full freedom to purchase from 
any other source without any delay and consequent loss 
and inconvenience to himself 


Errors in Order Letters. 

While leplymg the order letter one should point out 
with due courtesy any error which may have crept lomd- 
bag enumeiaiaon of figures denoting quality, price, etc and 
bint at what the correct thing would be It is better to 
^ait for confirmation or re-assertion from the customer 
ut if the error be of minor importance and too evident 
be ^interpreted, the order may be executed after 
accessary collection Even then brmg to the notice of the 
Party the anomalies in the order letter and how they have 
sen rectified and the order served without delay to save 
2“??^ A request may also be made to this 
a if the procedure i S not satisfactory to tire buyer 
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the merchandise may be xetumed to him at his expense- 
The under-mentioned letter may serve as a typical example 
of the foregoing — 

Dear Sirs, 

We have your Order No 1143/ A of April 15 r 
for 200 pieces of chintz Styles No 0/36, 0/40 and 
B/24 are being forwarded to-day in quantities as you 
desire We have however no No B/36 with width of 
72 ins as this is not made in larger width than 56 ms 

We are sending with other merchandise 25 
pieces of V/86 with width of 72 inches as quoted in 
our previous catalogue If this style is not what you 
wish, you may return it at our expense and we will 
either substitute another model or credit you with 
amount of sale 

We trust this arrangement will be satisfactory 

The invoice accompanies the letter from 
which ve have deducted the sum of Rupees Two 
hundred which we received m cheque along with the 
order 

Assuimg you of our best service and awaiting 
your further commands, 


Cordially yours, 


The Fbrm. 

Thus we find that the answers to order letters follow the 
same general schedule, namely — 

(1) Acknowledgment of order 

(2) Restatement of the itemB 
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(3) Information regarding execution and 

faanspoit 

(4) Geneial lemaik, if any 

(5) Foimal thanks 

A formal Transpoit (Rail, or Shipping) Notice to 
infoim the customer of the date and late of transporta- 
tion may be as follows — 

SILK MANUFACTURING CO 
Ludhiana 


TDate of older 
Late leceived 
Remittance 


Youi Order No 
Oui Order No 
Execution 


Quantity ordered 

Quantity supplied 

Description 

Price 








Route of Transport 

General Remark Signature 


Remittances. 

If any cheque, bank note, bill or draft or in short if 
lemittances in any form accompany the order letter, 
■acknowledge the leceipt of the same while replying tho 
letter 
fi 
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Mode of Adapting. 

He mode of couching the letter should be varied 
accordmg to circumstances A letter to a business man 
may contain technical terms and phrases which are quickly 
intelligible to him but letteis to pnvate individual should 
be more explicit with as few technical teims as compatible 
with the purpose of the letter The tone of wilting needs 
be adapted to make it quite convincing and agreeable ta 
the buyer 


The Closure. 

Finally the letter should close with a courteous phiase 
or sentence stating that his commands would meet with 
early compliance or utmost care or lequestmg the exten- 
sion of his patronage and so on Specially a new customer 
should be aceoided a hearty welcome and informed that 
his further orders will receive the greatest of attention 
and will be filled with gladness and promptitude 
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ENQUIRY LETTERS AND THEIR ANSWERS. 

The Purpose These Serve. 

In business correspondence enquiiy letters and their 
replies play an important part and require careful atten- 
tion in their disposal These are preliminary steps to order 
letters but still m scope they stand as a separate class 
inasmuch as these merely ask foi definite information 
on some particular subject Eor proper conduction of 
business a large volume of correspondence as to be main- 
tained by every Business bouse m the shape of enquiry 
letters Whenever one offers or may possibly offer anything 
for sale which mteiests you, you have to make several 
enquiries regarding price, description, uses, etc , before 
the actual pui chase is made When you are in a critical 
position and are intent upon making a new departure from 
customary piactice or are opening up new lines whose 
utility you are rather dubious of, you have to seek the 
opinion of experts in the line or of those whose advice 
counts much in such affairs When you are sadly in need 
of certain information regarding articles you are interested 
in, 3 r ou are to wrte to parties best equipped to help you 
in such matters When one party asks certain commodities 
on credit you have to ascertain bis financial and business 
status from references he may give you and from other 
sources as well There are thousand and one other reasons 
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why enquny letteis absorb such a big share in our daily 
loutine conespondence Answeis to such enquiries also 
make up a laige bulk of conespondence Beplies as to 
prices, descnptions, etc aie to be made with care and 
accuracy The replies, above all, should be all to the point 
and terse, concise and at the same time intelligible 

Glassifioaticn. 

To study the method of piocedure m getting up enquiry 
letters it will be of much facility to have them classified 
and discuss them one at a time The following are the 
mam classes into which the subject may be suitably sub- 
divided * — 

1 Letteis of enquuy before the actual purchase tabes 
place 

2 Letters asking certain favouis 

3 Enquiries asking individual opinion. 

4 Letters soliciting recommendations 

5 Letters a slung for l ef erences. 

6 Letters requesting for mfoimation 

7 Letters applying for position 

Before jou send enquuy letteis for information it is 
always good to follow the pnnciple of giving no trouble 
to any peison for information you can yourself collect with 
a little trouble No enquiry also should be made regarding 
subjects already known to you As few questions as possible 
should be asked A note of thanks on the receipt of the 
desired information should always be sent Also make it a 
point to enclose a self-addressed and stamped envelope or 
postage stamp in your letter of enquiry 
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Letters Leading to Purchases. 

These generally refer to request for catalogues, prices, 
booklets, circulais oi samples and for any particular inhu- 
mation preliminary to the purchases contemplated 

Purchases however m the general sense of the word 
not only include the buying of commodities but also of 
services, etc In asking for particulars the letter should 
be as short as possible and to the point, laying special 
stress on the details you aie specially in need of The 
points to be kept m view in such letters are (1) Mention- 
ing the source where you get the address from (2) Definite 
statement of youi enquiry and (3) Exact enumeration of 
the information you want 

The following lettei of enquny may Berve as a model — 
'Tour name has been handed over to us by one 
of our friends as manufactuieis of automatic looms 
I shall be glad to learn fiom you the following 
particular regaidmg it — 

1 The maximum breadth of cloth it weaves 

2 The aveiage output per hour 

3 Its price and any special features 
In anticipation of an early reply,' 

In replying to the inquiry of a prospective purchaser 
send your price list, catalogue, circular, etc if possible 
Some parties make it a point to send order blanks Some- 
times personal replies are wanted Always try to give 
tbe information about the meichandise but the method of 
writing too much of the advantages deiivable by the buyer 
is to be discouraged In short, lender genuine service by 
offering clear, courteous and prompt information 
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T’oi example the leply of the above enquiry may bo 
put thus. — 

*1 take gieat pleasure m sending you a catalogue 
of vanoue types of looms we manufacture, in reply to 
jour esteemed enquuy of the . instant All 

the particulars you want are embodied in the catalogue 
I would however like to draw yotu particular attention 
to paia No 9 of the catalogue wherein the special 
impiovements m the manufachue of looms have been 
dealt with 

I also invite you any day you like in our factory 
to see the woikmg of the looms and the quality of 
cloth woven 

Awaiting your fuithei commands, * 

Letters Asking Favours, Etc. 

In writing letters asking ceitain favours or individual 
opinion, 01 infoimation, begin with a polite introduction. 
Follow this up with the statement of your request and 
explanation of your leason for asking When possible 
show youi willingness to letuin such favour and finally 
ofiei heaity thanks for the tiouble involved Details of 
the head on which paiticular infoimation is wanted should 
also be embodied in the letter to facilitate the reply Ti 
save time the questions may be put m tabular form leaving 
space for the writer to fill the lephes 

An illustration of the above follows . — 

‘From your adveitisement in the “Industry'* of 
Calcutta I see that you manufacture vanous sorts o*' 
machines Will you kindly fill up the accompanying 
list and supply me the information as early as possible? 
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The information, I may be permitted to point out, is 
required foi the compilation of a Directoiy of indige- 
nous products of India — which bye the bye is of the 
primest importance for the expansion of trade and 
commerce of the country 

The insertion of youi tiame will involve you no 
chaiges unless you want to tell your story m the Adver- 
tisement Columns, the rates foi which are put in the 
Advertisement Schedule 

Thanking you heartily for this kindness, believe 
me, 

Sincerely yours,' 

The leplies should be clear and concise Give refer- 
ences to books, catalogues, pamphlets to simplify the 
answers All information supplied should above all the 
accurate and prompt 

Letters for Heoommendatioim. 

The recommendations may be asked for service, fo^ 
cieht 01 merchandise or fiom school, bank, etc In the 
writing of all such letters, let your enquiries be terse and 
to the pomt and follow the general principle enumerated 
under the preceding head Over and above that, promise 
that the information will be accepted in confidence The 
following is a common form issued by a party asking for 
recommendation of an applicant for service — 

Will you please give us such information as you 
have on file legarding Mi , an old 

employee m your firm 9 He wished to serve with us 
and has given your name as his reference. 
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The information will of course be kept confidential- 
Thanking you for the coiutesy, 

Youis faithfully,' 

Letters for References. 

Letters are sometimes to be untten to parties to give- 
references in their files legal ding youiselt when anothei 
has occasion to enquire legarding you In diuftmg such 
letters the following points should be kept in view. 

1 State the nature of jour xequesc 

2 Name the film for winch the refeience is wanted 

3 Natuie of your connection with tho party witn 
date, duration, etc 

4 Thanks for favour 

The tone may, however, be modified if you me well 
acquainted with the person whom you appioach In that 
cose you may dilate upon the facts concerning the position 
jou me seeking and bring also personal touches in your 
letter 

Below is a letter illustrating the above points • — 

*1 am seeking a position as an assistant accountant 
with the . Bank and should like to give* 

jour name as a xefciencc 

1 held the position of an assistant accountant* 
temporarily for about 0 months m jour office m 1921 
fiunng tlic absence of Mi . - * 

As my duties fchcie will be similar m all respects 
to the woik I peifoimed m %our office a lecommenda- 
tion from jou mil be of gxeat help to me 

Thanking \ou in anticipation of youi kindness,* 



ENQUIRY LETTERS AND THEIR ANSWERS 


73 


Applying for Position. 

These letters require the gieatest care in their com- 
position The fiist rule to follow in the wilting of an 
application for a position is to judge what the employer 
nants It is unwise to dwell upon your attainments and- 
doings if these have got no dnect bearing on the vacancy. 
In answering adveitisements follow the instruction given 
and answer m the right line as wanted by the advertiser. 

The first thing essential is to aiouse the reader's- 
inteiests specially if the application is unsolicited 
Secondly, get into peisonal touch with the leader A- 
mcntion may be made how you came to know of the 
vacancy; if fiom any advertisement, mention date, news 
paper, box nmber, etc 

The third pomt to write upon is the consideiation of 
the leader's needs By this it is meant the applicant 
should convince the reader that the writei is not a job 
hunter hankering after any sort of post he may secure 

Next should come m ukat is commonly known as 
argument, wherein the applicant should state m plain 
language his qualifications, education, expenences, etc , 
and any particulai information that is likely to go in his 
favour during the selection 

Finally to persuade the leader of vour qualification 
to fill up the vancancy you may put the names of firms' 
where you served or give good references Tour personal 
liking for the employer’s business mav also be pointed out 
oi you may give addiess where the reader may find you 
for immediate interview 

Note the development of the above points in the 
following letter — 
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‘'I read youi advertisement for a correspondent in 
this morning’s paper I have had unusual experience 
in this work and believe I can fulfil youi requirements 
to the letter 

You, of couise, want your general correspondence 
and sales letters written in forceful, clear-out style that 
gets lesult 

You want them to bung more enquiries, orders or 
remittances 

You don't want them wordy or ambiguous 

You want them to be dnect and to the point to get 
your story acioss — to mate up the other man's mind 
to bring back something 

I feel I know my work, and, what is more, like to 
write letters more than anything else 

We can discuss the salaiy after I know moie fully 
your requirements My addiess in Calcutta is given 
at the top 

I am waiting for your call ” 

The application letteis, m lesponse to advertisements 
•should answei all the requirements mentioned m the 
advei feisement Let it not be too round about and dis- 
couisive in style and too given to personal history that has 
no bearing on the matter m hand By making these 
matteis so piominent the wntei lays himself open to an 
•accusation of conceit and ‘cocksureness* that are rather 
undesirable 

The following letter is clear, concise and business- 
like that is suie of consideration The adveitiser wanted 
-a joung man — well educated, original for writing mail order 
iiteiatuie The applicant to state age, experience, and 
-salary to start 
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"My qualifications foi the position advertised are 
-as follows — 

Age — 25, unmarried 

Education Passed the B A Examination of 
the University in 1913 

Expenence Eetail Salesman foi . . 

& Co B 1914-16 

Wholesale Salesman with the same firm, 1916-19 

Adveitxsement writer for . & Co , 

Calcutta, 1919-21 

Advertisement writer for & Co , 

Bombay, 1921 to present time and still employed by 
them 

Salary expected to start Es per 

month 

My desire to leave my piesent position is due to 
ihe fact that I believe I can do better work by devoting 
my energy to one line of advertisement writing, instead 
of being obliged to handle many different propositions. 
My piesent employeis know of my desire to get into 
anail order work and will be glad to answer any en- 
quiries regarding my ability 

I left my previous employers of my own accoid 
I have geneial letters of recommendation from both 
■firms one of which ci edits me with much originality 
While I am willing to start at Es per 

month, I understand that I should expect something 
better as soon as I proved my worth 

If you will kindly grant me a personal interview, 
and allow me to show you some samples of my woik. 
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I believe I can convince you of my ability to meet your 
requirements 

Respectfully yours," 

In applying for a position at the suggestion of a 
fnend or acquaintance of his prospective employer, the- 
opening paragraph may be modelled thus — 

‘'Mr of informs me you are in 

immediate need of a sales-manager and has advised met 
to apply for the position ” 

In applying for a position with a firm which may 
possibly require your services, begin as follows — 

“In case you have need of another correspondence 
<leik, either now or in immediate future, will you 
kindly considei my abilities tci meet your require- 
ments ? ,f 


Letter of Introduction. 

Letters of introduction fall also under the category of 
Ietteis of information The style should b’e a happy ad- 
mixtuie of business and social conespondence In writing 
a letter of introduction make a formal mention of the 
person introduced and then explain the object of such intro- 
duction and finally lecommend the person for mteiest, 
assistance or courteous attention Here is a typical ex- 
ample of an effective letter of introduction — 

“This is to introduce Mi a member 

of the physical staff of my college 

Mr is making a thorough study of 

the science of astronomy and desues to have a free 
use of your observatoiy for a day or two with reference 
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*to the leseaiches he is making with respect to certain 
stais 

You may lemembei my having mentioned Mi 
duiing my stay at Calcutta and speaking of his admira- 
tion for your obseivatoiy, now the best equipped in 
India 

Any couitesy you can show Mr will 

be legarded as a personal favoui to me 


Cordially yours,'* 
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COMPLAINT LETTERS AND THEIR ADJUSTMENT. 

Need for Complaints. 

Modem business methods have greatly minimised the 
chances of mistakes m the conduction of business but still 
it is not uncommon that complaints of commissions and 
omissions are received m all business houses, even of the- 
best types This gives rise to occasions of adjusting the 
complaint letter Again m its turn every business house 
has to send complaint letters for ledress of its grievances 

Principles to be Followed. 

Both the complaint letters and their adjustment, es- 
pecially the latter one, are to be drafted with extreme care 
A clear indignant tone is dominant m the complaint letteie 
of some parties but such, except under special circum- 
stances, should not be allowed to go unmterfered A busi- 
ness letter under no circumstances should shake off the 
semblence of courtesy and give vent to outbursts of temper 
Before instituting a complaint all possible enquiries should 
be made to make sure that the cause of complamt does 
not proceed from your faulty correspondence or otherwise 
In has been found that causes of grievances often arise 
owing to misunderstanding of the letters and terms and 
the exchange of letters may bring the matter to an ami- 
cable settlement. Lay bare your grievances one by one and 
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jvith the best of your temper No one desires to lose a 
customer, muoh less to earn a bad reputation The other 
party to which the complaint is made may be quite unaware 
of the mistake and would eagerly redress youi complaints. 
‘To err is human’ this golden proverb at least should make- 
us lenient towards other s drawbacks because, as the pro- 
verb teaches, with the best intentions we can offer causes of 
complaints to others who also may have grudges against 
us It is wisest, howevei, in all matters that justify a 
complaint to give the offending party immediate notice of 
the fact and to reserve judgment on him until he can explain 
his side of the question Complaint letters should be tem- 
pered with moderation and evince a tone that the complain- 
ant is convinced that the party on the other side is ready 
to meet him half way Another important factor m th& 
wilting out of complaint letters is the observance of prompt- 
ness Lodge your complaint as soon as you detect the flaw 
An old complaint is not effective m all cases , some Business 
houses have a time-limit wiflun which claims for adjust- 
ment are allowed 


Grounds of Complaint. 

The causes which give rise to the drafting of complaint 
letters are vaned and numerous These may be at woik 
singly or conjointly The very important of the lot are — 

(1) The quantity of goods received may fall short of 
the quantity ordered for or advised in the invoice 

(2) Goods not ordered for may be wrongfully delivered 
or wiong goods nmv be despatched instead of those wanted. 
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(3) An unusual delay may oecui in the carrying out of 
the order or the articles may not reach the buyer even 
■though the invoice, etc may be to hand 

(4) Quantity of goods may exceed the quantity ordered 
for 

(o) Quality of the commodities may not be up to the 
standard 

(6) Goads may be leceived in a maimed and mutilated 
condition Articles may be badly damaged or broken 

(7) Goods received may not agiee with the description 
given by the seller 

(8) Goods may be defective m them very character, 
e g books may be worm-eaten or pages may be missing ; 
textiles may be solied with oil, or grease or Bpht in the 
middle 

(9) Wrong address may be put on parcels 

(10) The charges made may be more than reasonable 
or moie than catalogue price 

The causes can be multiplied without number but the 
above are of the most frequent occuirences 


The Points. 

In drafting complaint letters the undermentioned 
points should be clearly kept m view and expressed in a 
distinct manner — 

(1) The first point is to give reference of date and 
number of your order letter The name of the article and 
the quantity ordered for may be mentioned, if necessary. 

(2) The difficulty you now experience in connection 
with the order needs then be stated 
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(3) The next point which would follow logically is what 
sort of measiues or adjustment you now propose 

(4) Finally close the letter with due words of courtesy 

In cases of non-delivery of goods, unless an 
-acknowledgment of the ordei has already been received, it 
:s always advisable to send a duplicate copy of the order, 
so that this may be complied with immediately if the 
former one werG lost somehow 

The development of the above points is illustrated m 
the following letters*. — 

"On April 29 1 sent you order No 856 for 24 dozen 
of glass globes of 12 inches diameter 

I received your mvoice and despatch notice from 
winch J learned that the goods were forwarded on the 
5th May It is the end of May and the merchandise 
has not arrived 

As I am now completely out of the stock ordered, 
this delay is causing me serious loss of business 
Will you kindly verify shipment and send traces if the 
goods are en ioute 9 

I shall be iruly giateful if you will give this matter 
your earnest and proper attention ,T 
Here is another which wants replacement for damaged 
goods supplied — 

"Our oidei No 856 foi 24 doz of glass globes, 
shipped May 5, leaches us to-day 

We find on examination that 1 doz of the globes 
of style II aie badly clacked and quite unsaleable. 
It is doubtless this escaped your attention m packing 

We are letuming these globes with the request 
that you will replace them with fresh stock As our 
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ordeis cannot be served without these, we shall ask 
you to hurry them along as quickly as possible 

We shall be grateful if you give this matter youi 
immediate attention " 

We now give below another model complamt letter 
which states that the orders supplied do not tally with the 
description presented by the seller — 

“Your shipment of 24 doz glass globes m 
pursuance to our order No 806, forwarded by you on 
May 6, has just reached us 

‘We find these globes are not up to youi usual 
standard of quality These do not tally with your 
description stated m your catalogue of 1023 These 
are not of hard transparent glass without any flaw as 
we expected them to be 

These being not the class of goods our customers- 
want, we are accordingly returning them We trust 
that you will be able to exchange them for better 
merchandise, more like that you shipped us m 
February last If you cannot at present supply us 
with higher grade goods please credit our account with 
the amount of this item 

It is with reluctance that we make this complamt, 
for we appreciate the satisfactory service you have 
always given us m the past " 

The Adjustment. 

If the complaint letteis lequire cool judgment, their 
adjustment demands, ovei and above, that tact A com- 
plamt which is handled promptly and tactfully is already half 
adjusted, no matter how serious the difference may appear. 
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Complaints xeceived may be classed under two main 
groups those fiom individuals and those from business 
firms Different modes of procedure are to be adopted in 
handling these two sorts of letters Individuals are apt 
to believe that theus were the only orders that the other 
party had to fulfil and consequently are liable to show 
more anger for any ground of grievance than any business- 
house Their letteis should be attended to with greatest 
caie and piomptness Even they may be allowed to be 
a bit dictatonal in the adjustment 

The first essential in handling complaint letters is 
promptness in reply This shows the complainant that 
the other party means him well and he rests assuied that his 
grievances will meet due attention from you If the 
enquiry will take some time, acknowledge the letter and 
promise proper investigations Foi enquiry look up care- 
fully to ciders and read the letter of complaint Trace 
out who is lesponsible foi the matter see whether it « 
you or the customei oi the transportation agent is at fault 
before you attempt to explain the cause of the complaint 

If enquiries reveal a mistake on youi part, do not 
try to shake it off youi shoulders The better course is of 
couise to apologise for the mistake and write at once to 
the other paity expressing youi extreme regiet for any 
cause of complaint, and proposing the adjustment noiv 
possible In your letter give expression to a tone that you 
are ever ready to rediess the gxievance and the care you 
always exercise m despatcEmg your goods 

In acknowledging the complaint letters, a form like 
the following may be employed to cover all classes of 
complaints lodged — 
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“Tort letter of . . has reached vs We 

thank you for calling prompt attention to the difficulty. 
We are making an immediate investigation Ton 
may expect to hear from us within a few days 

Yours very truly , 99 

The following is a letter of regret for delivery of 
damaged goods' 

“3 regret very much to read the contents of your 
letter of the . . instant regarding the delivery 

of damaged goods 

I am extremely sorry that you have been incon- 
venienced by such delivery I wonder how it could 
escape our checker’s attention, as it is his duty to 
inspect all the goods before they &Te finally packed 
I would now enjoin upon him to exercise greater care 
that the same mistake does not reoccur 

I would ask you to send back the goods at our 
own expense when these will be promptly replaced 
by fresh stock 

Again regretting for the trouble to which you were 
put and hoping to be favoured with your patronage 
ever onwards 99 

li the complaint is due to delay in delivery of goods, 
■and if enquiry shows that the transport company is to 
blame, you may write thus : — 

M We regret that your order No 568/28 for 860 
tons of wheat has not reached you yet The 
merchandise was booked with . . Steamer Co on 
the date on which we despatched the invoice to you 
We are sending enquiries to the transport company 
and if the goods are not located within a few days 
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we will duplicate the order, asking you to return the 
oiiginal shipment, when it arrives 

We are extremely sorry that you have been incon- 
venienced and will do our best to hurry the goods on ,f 

If from your enquiries it appears that neither you 
nor the transport agent is at fault, but it was due to some 
mistake m the order or numbei on the part of the com- 
plainant, then also he should be written to with due courtesy 
It should however be pointed out that you followed his 
instructions to the letter and finally propose some way *'f 
adjustment bo that neither party teufiers. The under- 
mentioned letter will illustrate our pomt 

44 In your order of 6th instant you asked us to 
send 90 gross but you wiite in your to-day's letter that 
you ordered for only 60 gross It may be due to a 
mistake of typing the order letter and though we are 
not in any way responsible I am sorry that you have 
been inconvenienced owing to this 

You may, however, return the extra goods, freight 
and charges prepaid when we will credit the value 
of goods returned to your account 

We believe this arrangement will satisfy you *' 

Thus studymg these letters of adjustments we find 
these cover the following points which we must not miss 
hi drafting the adjustment letters — 

(1) Apology for the inconvenience 

(2) Records of the case 

(8) Investigation and its result 

(4) Assurance of adjustment 

(5) Sympathy in the trouble 
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The following mistakes are to be carefully avoided — 

(1) A hasty demal before the facts of the case 
are clearly understood 

(2) Shnking the blame that should be 
acknowledged 

(3) Accepting the words of a dishonest 

claimant 

(4) Failure to pacify the customer or make 
clear your intention 

Eemember, above all, that as complaints arise from 
hundreds of different causes, no stereotyped forms can be 
used m all Bach individual letter must be dealt with 
specially and must receive individual attention Classified 
paragraphs thoughtfully worded may however be slipped 
into adjustment letters with good profit 
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MAIL ORDER BUSINESS 
What It Is. 

What is Mail Order Business? — Many of the* 
leaders will be cunous to know although many of them 
will be attracted to it by the widely-told story of its piofit- 
earrnng possibilities As a general principle it is the 
business secured thiough post and executed by the same- 
way 

These success of the Mail Older Business depends upon 
the selection of suitable aiticles of sale and the proper 
exercise of a higher ordei of salesmanship The principle 
is that the individual customer must be convinced that the 
mail order man can seive him better than the shops that 
compete with him m every street 

Disadvantages to the mail order man m the adoption 
of selling by post as against the more conventional line are- 
many and varied 

Persuasion to purchase is much easier when the seller 
is face to face with the customer The appeal in cold 
type cannot carry the glance of the eye, of the inflection 
of the voice, nor can it enable the seller to display the 
actual merchandise to tempt the customers — except 
through the cold lines of illustrations He must have in 
supreme degree the ability to inspire confidence in himself 
and his wares and not only tins but has to maintain it 
so much so that to act up to the printed profession he mutf 
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in actuality place the satisfaction of his customers before 
the profit arising from any individual transaction 

The advantages in this class of business are also big* 
if the man is clever enough to grasp them, while if the 
success is difficult, it may be much greater The selling 
is much bigger than that of the ordinary retail merchant 
who can only sell to those whom he can persuade within 
the portals of his establishment but the mail order man 
^sells to every one whom he can reach by post His turn- 
over is bounded not by the buying capacity of his town 
or city but it can be extended to wider and wider field 
'where his own selling ability can carry tim Monetary 
profit is the object of all commerce but the pnde of 
achievement counts something and to quote a very suc- 
cessful American mail order man, "I know of no greater 
and more legitimate source of such pnde than the establish- 
ment of a large and successful mail order business" 
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MAIL ORDER SALESMANSHIP. 

What is salesmanship 9 — a broad question which re- 
quires many points to be considered for a general reply 
Salesmanship is a personal face-to-face action which is 
intended to bring about sale of the goods for sale But 
more broadly speaking, it is the art of selling something to 
somebody Considered wholly from a commercial point 
of view however salesmanship consists in personal solicit- 
ation, the salesman and the customer meeting face to face 
The object of salesmanship is firstly the custom and 
secondly the solicitation It is the best-posted salesman 
who draws out the intention of buying m the buyer, gives 
lnm the best information for the article for sale and sub- 
sequently effects the sale 

To do this, the first-class salesman, whether he is inside 
the counter as m the case of a mail order man, or on the floor 
or on the road, must have the following equipments — 
Firstly, he must know his goods 
Secondly, he must acquire the ability to describe or 
talk the goods to the entirety of customer’s satisfaction 
Thirdly, he must be posted to a general knowledge of 
business principles 

Fourthly, he must also have a working fa m i l iarity with 
the business methods and action of his competitors 

Fifthly, he must cultivate geniality in his talk so as tc 
induce curiosity in the buyer 

Sixthly, he mu*t diagnose the customer. 
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Seventhly, he must be both pleasing and profitable to 
the customer 

But above all and specially for a mail ordei salesman,, 
he must get more than an ordinary hearing for what he 
talks or sends through the mails 

Prom the generality thus we come to the mail order 
salesman whose function it is to talk life through cold 
letters and inert literature The pioblem for him is to* 
make the literature say, “See me — hear my message — 
befoie you make up your mind " 

Bemember you must have to get the first attention to 
you — get the light land of attention and to do this what 
you say must be stuctly in keeping with the business You 
appeal to the man’s cunosity, induce him to look into 
your idea and make him want to see what kind of person 
could think of such an idea You must establish certain 
amount of confidence by your first appearance "See me” 
— "buy me" — "read me" — " choose me" — that is the 
idea at the back of everything that clamours to be lead 
The problem is what shall you put on the outside of 
your selling message How shall you clothe your com- 
plete selling story m a way which will get the attention 
among lots of other applicants for attention waiting their 
turn at a man’s desk in his office 01 trying to awaken new 
desires in all the members of a family circle? 

The first step is to realize that it will pay you to con- 
sider what cloak you will choose for your salesmanship 

Sometimes you want an idea which will say instantly 
to the man who receives your message, "Look at me" 
Sometimes the man already wants to get your message 
and you simply want to be sure that it reaches him at his 
end of the line So your message should say, "Here I am". 
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Sometimes you have the man’s interest and Ins open- 
minded attention and you want to say first of all, “Believe 
an me* 

Sometimes you do not expect an immediate deci- 
sion — 01 you hope that the man will keep you m mind 
for future business, and you want your first message to be, 
J ‘I am valuable — save me'* 

And sometimes you do not want to attract attention 
until you actually begin to talk — you want to slip undeV 
the guard of a man who has no interest in your proposition 
until you win his interest — and feel that he has no time 
for your story, until you prove to him that he has 

Most often, what you want is a combmation of these 
various elements and ingredients and your problem is to 
kncwv the possibilities and mix your appeals m the propor- 
tion which gets the most results 

In the mail order salesmanship besides the ideas the 
garb m which they are sent should breathe the dignity of 
the sender and piove attractive to the receiver Ideas, if 
they are good enough, can of course be expressed m words 
alone and command attention to the most cheaply prepared 
literature 

But it is dangerous to reason, because some one with 
a remarkable idea has presented it cheaply and won, that 
nothing needs be fine 

As a general thing it is better to depend upon more 
than one means of getting attention If you have a good 
idea, people may recognise its merits m any garb But 
if you dress up that idea in the best way possible, you are 
simply making sure that everyone will recognise its worth. 
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SUITABLE BUSINESS. 

All clashes of business are not equally suitable for 
prosecution upon the mail older system In the mail Older 
business evidently it is necessary to deliver the goods- 
by post or rad As such the goods Bhould be of a natuie 
where delivery charges are small, proportionate to the 
value of articles Secondly, chances of competition with 
articles available m the local shops should be avoided as 
far as possible 

Excessive cheapness is not possible m mail order 
selling and the claim to excessive cheapness is detrimental 
To the customer at a distance, when goods cannot be* 
examined befoie oidermg, cheapness canies the sugges- 
tion of mbbish The salesman who cannot do business on 
insistent claims to high quality, will not send his tui novel 
up by shouting cheapness 

Novelty articles have special attraction for moderate 
business on the mail order Bystem In this you can diaw 
out the customer's needs where no such need was apparent 
before and supply him without the smallest chance of 
competition 

Chemical and medical preparations also have the same 
chance befoie a rural population where requirements are 
not available locally 

Children's requirements present a big held for 
exploitation by the mail order man and if you can induce 
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children to be attracted by the illustrations in your well- 
presented catalogue you may be sure of continued ordeis^ 

The rural people also can share m the mail order 
business by piesentmg local manufactures to the towns- 
people, and retailers This will help them to build an 
earning business and enable them to extend a big helping 
hand for the development of local industries 

Articles of eveiy day necessity such as watches etc , 
can also be sold m big quantities by the mail order system 
to earn considerable profit to the seller 

You can handle general merchandise also m this 
system by mail Clothing and tailored goods may be 
considered the mainstay In the clothing trade, compari- 
son is difficult, because patterns and cloths diSer widely 
so that good piofits are possible 

Footweai and leather goods present another line where 
also a well-piesented and illustrated catalogue will not fail 
to net m profitable orders 

Jewellery articles piesent another line Scarf pms, 
collar buttons, lockets and medals, chains, rings, bracelets, 
etc , etc , command extensive sale at reasonable profit 

It is needless to multiply the above list Only keep 
an eye in selecting youi list on such articles as would 
involve — 

(1) the least possibility of competition, 

(2; capability of earning biggest profit mspite of the 
tiansit charges, 

(3) the least delivery charge, 

(4) availability m good stock 
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The last feature gives an added advantage to the mail 
order business masmuch as the seller will net require 
to keep a big stock but can effect puichase when ordeis 
are received Thus he will be able to manage with the 
least capital 
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PUBLICITY. 

The success of the mail order business depends 
principally upon publicity which is, ordinarily speaking, the 
art of acquainting the people with the name, nature and 
uses of the saleable commodity The object of publicity is to 
create want — new want where theie was none, and the 
intensification of the feeling of want — wheio some is 
already peeping m foi, the successful publicity does not 
stop with publishing the claims that are made foi a product 
The advertising must not only tell the possible consumer 
all about the pioduct, but must create m his mind a 
desire to possess it 

Publicity is an all-embracing name in modern adver- 
tising which coveis the entire range of methods and devices 
that may be used to catch and hold the public attention 
Publicity for the puipose of the mail oidei business may 
bo divided into two branches — (1) General Publicity, and 
(2) Dnect Publicity The former is that form of adver- 
tising which seeks through various channels and mediums 
to disseminate information legardmg a saleable product 
to the end that a demand foi the same may be created 
on the part of the consumers, this demand being supplied 
by the selling agencies, whether they be wholesalers, 
jobbers, retainers or salaried agents of the concern which 
is prospecting the product 

Dnect Publicity is that form of publicitv which seeks 
through advertising to sell direct to the consumer 
7 
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'without reference to any middleman. Its purpose is to get 
orders for the products advertised direct from the con- 
sumer without using any selling agency of any kind or 
description 

Publicity m the mail order business is concerned more 
with this form of direct publicity which may be of two 
kinds — press advertising and posted letters and circulars, 
etc The object of press advertising is to stimulate 
enquiries and it then rests with the salesmanship of the 
business to turn enquiries into bargains. The circular by 
post advertising is intended to bring order as an immediate 
response 

Most mail order houses cultivate both varieties 
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ADVERTISING IN THE PRESS. 

We have already pointed out that the purpose of press 
advertising in the mail ordei business is to inspire enquiries 
The enquiries may be taken generally as the most 
potential buyers in this system of business As such the 
writing of mail order advertisements is an art m itself 
The mail order advertisement must he written to get 
business and as such eveiy care must He taken that none 
of its points misses or fails to convince the readers It 
must be a 4 ‘puller' ' as the Americans express it It is a 
puller m a small space and if properly phrased and cons- 
tructed gets as many inquiries as can be elicited through 
large space m which respect it differs radically from the 
so-called general publicity advertising Eveiy line counts 
in a mail order advertisement, hence the sentences must 
be clear and terse Certain redundancies and waste of 
space may be permitted m general publicity but in mail 
older advertising every word must be pregnant with vital 
interest, as the object is to possess the reader’s mind with 
a new want or to move him with the idea that an old 
want may be quickly and cheaply gratified The sentences 
must have mdividuality of style and must be different 
enough from the general run of advertisements to command 
immediate attention and interest As the object is Co 
stimulate the curiosity of the reader, it is a good plan m 
most mail-order advertising to leave out the price of the 
commodity and, for the same reason, the advertisement 
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should better include a picture of the commodity that is 
offered for sale The headline oi caption of the advertise- 
ment tells what the content is and much will depend upon 
the wording of this head line or introductory sentence 
m the matter of its ability to attract the attention of the 
readers 

We give below a few instances of most typical mail order 
advertising — 


FISHING TACKLE. 


Deal Direct with the Manufacturers. 

Security in buying tackle comes from the honour of (he 
house that builds it We serve a multitude of anglers 
who insist upon ''value received" for the money they 
spend and we have no comebacks Our name on a rod 
or reel symbolizes the highest achievement of this highly 
developed art Since 1867 we have made and sold Tackle 
This is surely a lecommendation in itself 


KEEP THOSE DROPS OF WATER 

which your line brings in while leeling — Off Tour 
Clothes Big "S” line tonic makes over 90 per cent 
of this water leave the line at a Rod Tip One application 
keeps youi line wateiproofed and toughened Preserves it 
fiom rot and lasts longer Strictly guaranteed Price 
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AGENTS 900 PER CENT. PROFIT 

Big Money end Fast Sales. 

Every owner buys Gold Initials for h^s auto You 
diaige Rs make Rs . Ten orders daily 

tusj Write for paiticulais and free samples 

100 ENYELOPES 200 SHEETS. 

Fme White Bond Individually Printed. 

Postpaid Direct to You. 

Be neat and personal in your correspondence Have 
vour note heads and envelopes prmted on a good grade of 
bond writing paper, with envelopes to match Fine, 
■cleai, blue ink anil modem, clear types are used 
Add a Personal Touch to Your Correspondence 
YOUR Name on YOUR Stationery 
Impress those with whom you correspond Send 
to-day 1 Youi money lefunded promptly and cheerfully 
if you are not satisfied 


600 SMOOTHER SHAYES 
From One Blade. 

Yes, and more That's the record of many men who 
shave themsche-' Old blades made sharper than 
new — in 10 seconds For all Safety Razors, Quick, 
velvety shaves foi life with wonderful, new 
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DEAFNESS. 

Perfect hearing is now being restored m every con- 
dition of deafness or defective hearing from causes such as 
Catarrhal Deafness, Relaxed or Sunken 
Drums, Roaring or Hissing Sounds, 
Perforated, Wholly or Partially Destroy- 
ed Drums, Discharge from Ears, etc 
Require no medicine but effectively leplace what is lacking 
or defective m the natural drums They are simple 
devices, which the wearer easily fits into the ears where 
they are invisible Soft, safe and comfortable to weai at 
all times 

Write to-day for our 168 Free book on Deafness, 
giving you full particulars and plenty of testimonials 


MEN WANTED. 

Pleasant Work — Big Pay. 

We have several openings for hustling salesmen to 
work, all or spare time, as special representatives of 

Permanent, Profitable Inoome. 

This is Tour opportunity to establish a permanent, 
profitable income by using all of your time Ballin g subs- 
criptions for Sportsman's Digest, the popular outdoor 
magazine 

Write to-day for full particulars 
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KEYING ADVERTISEMENT. 

When tiie object of mail order advertising is to secure 
as many enquiries as possible it is necessary to know what 
medium produces the largest number of response To 
do this the custom is in vogue to "Key” the advertise-" 7 "* 
ments m such a way as to tell what mediums bring the 
most enquiries m order to measure the actual returns from 
the investment It will be noted in many announcements 
that the reader is asked to send for "Booklet A” or to 
addiess "Dept B” The letters are changed for each 
medium used, or for each advertisement m a given medium, 
and it is thus possible to know definitely how each is 
"pulling” There are many ways of keying and perhaps 
the best of those is to make an arrangement with i.he 
local Post Office to have all letters addressed to the firm 
delivered to it, however wrong the numbering of the street 
may Ke Then it is possible to insert a different address 
in each advertisement' — 

(1) Bridge Road, Shambazar, Calcutta, (2) 22 
Shambazar Bridge Road, (3) 22-A, Bridge Road, 
Shambazar, (4) 4 City Mansion, (5) 6 City Mansion etc , 
continuing these with different booklet or department 
letters or asking for enquiries to be addressed to the 
Manager, the Secretary, the Chief Clerk, etc , in different 
cases an almost infini te variety of permutations are 
possible, and any number of advertisements may be tested 
separately for their pulling power 
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DIRECT ADVERTISEMENT BV POST. 

Telling Letters. 

As the ‘‘pulling” advertisements are the foundation 
of the mail order business, the "telling” letters are its soul 
The purpose of the mail order business is to sell without the 
buyers having opportunity to examine the article before 
payment is made This is practically running against 
human nature You can do that only by bringing into 
operation another mood of human nature that is its readi- 
ness to respond to repetition 

In practice indeed repetition is the foundation on which 
all direct advertising 16 based If one advertising effort is 
good, its effectiveness will Ee multiplied uhen the idea is 
pounded home again and agam m different forms and varied 
garbs Direct advertising pays most handsomely the man 
who follows a well laid-out plan end never lets his prospect 
forget the product, the name or the service he wants to sell. 

The Continucns Campaign. 

The continuous advertising is what is needed If you 
plan the campaign, 'you plan and print five or ten direct 
pieces at one time — that is saving cost in the printing also, 
besides other advantages You know possibly from your 
own experience that you seldom respond to a lone direct 
mail piece of the first solicitation of a salesman but each 
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successive message builds towards the time when you do 
respond, and each message caines moie weight because 
of the back giound of what has gone before 

A certain number in your mailing list responds each 
time Those other mailing pieces which do not get response 
are not wasted because they are building good will and a 
fnendly f eeling towards you Repetition — cumulative 
effect — constant reminder — these are the leasons why 
continued cultivation of your market by direct advertising 
pays most profitably 

Thus we have come to this that when we are scheming 
a direct advertising by post we should plan the material 
for campaigns lather than smgle pieces, so that in planning 
one thought should suggest another While youi mind is 
concentrated on a proposition, you can think of more sides 
to it — moie interesting angles — than when you take up 
a subject “cold” and work out only one complete mailing 
piece 

Moreover while you aie working on a campaign basis, 
rathei than on a smgle time basis, you will feel more 
free to spread youi ideas over several pieces — and feel less 
need for crowding everything into one What you desire 
is then more apt to be simple, dnect, interesting, and more 
easily giaspcd, m other words, more productive of business 

The Practical Planning. 

When we have decided upon the course we follow, we 
come to piactical planning Let us suppose that you have 
jotted down some of the main points which you intend to 
cover How may the ideas, which you have before you, 
be dressed up in words which will catch the eye of the 
man to whom you send them? 



106 


MAIL ORDER LETTERS AND METHODS 


Tho trick oi injecting interest may be decided into 
general classifications There cannot be any bard and last 
rule but the few points noted below may be of service in 
planning your direct mailing campaign — • 

(1) Dramatic interest — try to take your leader into 
confidence, promise him revelation of something which goes 
behind the scene, the expression at once arouses curiosity 

(2) News heading — should be put to appeal to the 
reader's instinct for news Something which is to happen m 
future is interesting “Watch for it — one more week" 
is one m point But however, news interest need not 
always draw upon future Buch ingenuous title “Some- 
thing new under the sun" may be put as an illustration 

(8) Enlivening alliteration , — such heading as “Pick,. 
Push and Pull for Business" is a demonstration in point 
Bnefiy stated the heading urges its readers to “pick a good 
snles-leader" "Push it hard” and "Pull the gales"- 
The following is an actual letter m point — 

‘Pick the business — that's the lule when the 
market is not moving with the lapidity of time ’ 

‘We have a proposal to make to you that will pull 
your busmess that is to pul you m touch with the 
sale of Banerjee’s English Correspondence We have 
enquiries from your side regarding whereabouts of the 
local depository of the Book now become famous by 
extensive advertisement We enclose n circular to give 
you an idea of the book we wish you to push, and if 
aftei the pick, pull, push, your customer becomes not 
responsive, we will get the books back ' 

(4) Prank Promise or Prediction of Business A 
safe rule to follow in deciding which type of heading to use 
and what to put in the body of your message is to look 
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at your proposition from the view point of the person you 
want to sdl to 

(5) Make your message strike home What will 
crest your piospect * What points about your product 
04 youi service will make him decide to select your proposi- 
tion in preference to a competitor s’ 

A mechanic might be highly interested m the way 
youi product is made A householder would care nest 
to noth i n g about its mechanism, but would he greatly 
inteiested in how much work it could save the family, how 
beautiful it would make the home, or how it would increase 
personal efficiency 

Prom this you can see that your message would take 
diffeient turn to different interests What goes to the 
dealei would probably talk of sales, profits and turn- over, 
with sufficient details of your product’s quality to con- 
vince him that it would attract customers *c Tn-m 

But what you prepare for the dealer to send or hand 
to his customers, descriptive of your product, should be 
written from the view point of the user 

It is an interesting thing, this reading of other people's 
minds and playing upon other people's emotions — almost 
as interesting as seeing ideas turned into money by the 
simple process of repetition and continued effort and the 
combination of Printer's ink, papei and postage 
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THE CATALOGUE. 

Tom most valuable piece of selling literature is the 
catalogue which should carry to your customer the impres- 
sion of the high standard of your firm, illustration specially 
prepared to illustrate the pomts you wish to make in your 
wntten message 

How to Plan. 

Your first step is to decide what must go into your 
catalogue last your various models, if you have a varied 
line List the features of your pioduots, if you manu- 
facture or handle only one article 

Ask yourself, then, the questions How can I interest 
my prospect, m all this? What will be understood at a 
glance? What will I have to explain ? In what order will 
he grasp my story most quickly’ 

In the case of a single product, an automobile manu- 
facturer has produced an extremely successful catalogue 
by making his book a continuous demonstration, taking up 
one point at a tune, as a salesman would, if face to face 
with the prospect 

It is far better to group a variety of products on the 
basis of related uses rather than alphabetically Wheel- 
barrows naturally go with pick-axes and shovels, for 
instance 

In wiitmg any descriptive matter start with an explana- 
tion of what your product will do, how it will help the user 
then follow it with information as to how well it is made 
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The Presentation. 

When your material is assembled, it is well to look 
at it and ask yourself whether ever} thing there is of interest 
to all jour piospeots or whether certain parts interest only 
a limited group and would be useless in a general catalogue 
In othei woids, should you not get several catalogues of a 
few pages each covering a special subject or one 1 ‘master* 
catalogue of all you sell 9 

Or if you assemble every thing into one catalogue r 
should you plan also to bieak up this catalogue into pamph- 
lets for distribution to special prospects and thus have both 
a geneial book and special lepnnts? 

It is a safe rule to follow in issuing a catalogue to say 
nothing with words which can be said with pictures This- 
means that the picture must be carefully made You must 
see that the artist 01 photographei makes them correctly 
You know the product They probably do not See that 
the pose of the article shows the features you would want 
to point out to a prospect in peison If if does that, four 
wiitten message can be very brief and instantly undei stood 
Sometimes the man who issues a catalogue feels that it 
would be wasteful to make new cuts when he already has 
cuts m hand In other words, he makes the catalogue fit 
the cuts rather than the cuts fit the catalogue But the 
cost of printing additional pages to accommodate all the 
cuts which you now have may be many tames the cost of 
new cuts which will give a better catalogue at a saving of 
space Think twice befoie you insist on using old cuts 
It is well to remember, also, that a book printed from new 
cuts will be m harmony tlnoughout and that every picture? 
will be cleaner, clearer and more effective 
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For the most part what you say throughout your 
catalogue should be primarily a written demonstration of 
the picture But there are certain pages in which the 
written word is of primary importance It is often neces- 
sary to say something about your policy — almost invari- 
ably some indication of size and length of experience is 
included 

Consider this m connection with what you say about 
yourself Until youi prospect knows what you have to 
oder him m the way of tangible merchandise, he is likely 
to care not a cap how long the maker has been m business 
-or how big the factory is But after he has been impressed 
with the ways in which the merchandise can help him, he 
may be very much mteiested in knowing that the manufac- 
turer is successful and will continue m business There- 
fore, if you want to show your factory and speak of yourself 
do it after you have piesented your merchandise — and 
it will have more meaning 

And remember always that conclusions which a man 
forms himself stands higher m his estimation than conclu- 
sions which some one forces on him If your book is hand- 
somely presented, prepared m a business-like way and 
carries the feeling of a competent organisation in its general 
appearance, you will go a great deal further towards win- 
ning your customer’s confidence than you will by a bird’s 
eye view of your factory 

When you Bhow a varied line of products, it is natural 
to put than mto related groups If these groups are large 
enough to warrant it, they may then be made mto specific 
departments in your catalogue. Ip this case, you m$y want 
departmental introductions or title pages It is a pretty 
'well-established fact thjat right hand pages get more 
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attention than those at the left A little re-arrangement is, 
•theiefore, worth while and a little adoptation — in order to 
make your various departments begin always on a right hand 
page 

Accessories should be shown eithei as a part of the 
sections to which they are related or as a department by 
themselves When shown by themselves, it is well to refer 
to them when discussing the equipment to which they 
belong 

Everything that goes into the making of your catalogue 
reflects the personality of your business Your catalogue 
once printed speaks eloquently of your institution, whether 
you have said a word about yourself or not It is, therefore, 
of the greatest importance that jou take plenty of time 
in preparing your catalogue — and that you try, at every 
stage, to have a better catalogue than your competitors 

Remember always to include m your catalogue what 
your readers want to know about sizes and weights, both 
net and packed for delivery by Rail or Steamei If your 
catalogue is seasonal, start planning far enough ahead to 
avoid last minute rushing You may omit prices or may 
add a separate price list in a permanent catalogue, but a 
seasonal catalogue should contain price list and if any 
bargain is schemed upon, the bargain prices may be piomi- 
nently quoted It may also be remembered that the effect- 
iveness of a catalogue is often mcreased by what goes with 
it Order blanks, addressed envelopes, many accessones 
invite action and bring back orders 

Sometimes the ideas of others are helpful — sometimes 
they are too conventional to give you the truth If you 
ask the opinion of customers, salesmen or associates, weigh 
their suggestions impartially — then use your judgment 
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THE MAILING LIST, 

There are two main things you need know when you 
start to prepare a mailing list 

What kind of names do you want on your list? 
Where can you find the names you want? 

To answer the first question, start with your present list 
of customers It is a gold mine of information when it is 
properly classified There are many wayB of subdividing 
this list into related groups, such as — 

1 Type of business 

2 Geographical location 

8 Wealth or financial rating 

4 Volume of purchases from you 

5 Frequency ot orders 

Are you now selling primarily to grocery stores, haid 
ware stores, clothing or furniture stores, garages — retailere 
or wholesalers? 

Is your product now purchased only in cities, over or 
under a certain sx/e — m limited areas, or nationality — in 
rich or poor communities? 

Do your most logical customeis have a high or low 
financial rating — or no formal rating? 

What part of your customers now purchase m largo 
volume 0 m small volume? At what limit does it become 
unprofitable for a salesman to call? 
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How often do your customers now purchase? How 
big is your active list’ How big is your inactive list? 
What part of youi mactive list is new’ What percentage 
of jour customeis do you now lose every year and why’ 

Fiona the minute you go into this question of mailing 
lists, you begin to find out a great many interesting facts 
about your business, your product, your market, and your 
sales methods The whole task of preparing a mailing list 
is one of the best stimulants for sales and selling ideas 
which you can undertake 

Start A Card Index. 

Whatever the classification you decide to make, your 
first step should be to get your present customers’ names 
listed on convement-sized cards, one name to a card, with 
space for the addition of other information 

This listing on cards should be done even before you 
begin to classify, and each name can then be taken up and 
put in the division where it belongs as you come to it 

What basis for classification you finally adopt depends 
so much on your particular type of business that very little 
definite help can be given m a general discussion It is 
very probable, however, that you will want to have sub- 
divisions of overlapping classifications inside of your mam 
classification — that is, you may want to indicate the 
geogiaphical location of customers who are classified accord- 
ing to their type of business 

Such divisions are easily made by use of different 
coloured cards in youi final list, or by different coloured tab* 
sticking up above your cards 

8 
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When you have your customers classified, you can tell 
at a glance what fields you are coveiing and how com- 
pletely you cover each one 

Now comes the first creative work — the first step into- 
new territory — the first move for a maikei bigger than you 
have evei had 

Your classifications are the skeleton, the outline, of 
this greater market which you are going out to get Your 
next task is to make these classifications complete by filling 
them out with all the nameB of those who should buy your 
product 


Sources of Names. 

Much more can be said, and some more will be said, 
about “what kind of names you want on your mailing hst " 
But before coming to this question a gam, it is well to get 
at least a partial answer to question number two, "Where 
can you find the names you want?" 

Yottr salesman’s prospects should Be the first new 
names added to your hst Each salesman should be asked 
to give you the information about his prospects which you 
have prepared regarding your actual customers At the 
same time, the help of youi salesmen should be enlisted 
for the purpose of adding to >our prospect list They 
should be made to feel that what you are doing is a direct 
help to them — making it easier for them to sell saving 
them time in introducing themselves, their House, and 
their Line — increasing the orders which they pan get 
from their present customers When this proposition is 
presented in the right way, the sales force can be brought 
to Bpend a few extra minutes in each community, gathering 
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new and valuable names fiom conversation, or from a 
little searching m citj directories and classified telephone 
books 

Dnectones of many kinds will give you good informa- 
tion Besides the local dnectones referred to above, you 
aie already familial with such as Thacker's There are 
also dnectones of manufacturers and directones of many 
trade groups 

Tiade associations have been formed m recent years to 
a great extent, and then membeiBhips are usually the 
most active in their line of business Sometimes lists of 
membership may be obtained from the secretaries of the 
associations , sometimes the editors of trade papers can tell 
you where to get these lists 

Government records, such as income tax lists, city and 
state registration lists, and other tax lists will give you a 
wealth of names for certain purposes For instance, state 
automobile and motor vehicle licenses would give a line of 
people who aie not only owners of pleasure or commercial 
care, but at the same time people who must have a fair 
degiee of financial standing to be the owners of cars of the 
better class 

All of the foiegoing sources are what might be called 
onginal sources, or bulk sources You will have to use 
your own standaids of e limi nation to get from these groups 
the names which you want for your mailing lists 

Lists used by others may sometimes be obtained in 
exchange foi your lists when they are complete You can 
often find another advertiser whose interests are the same 
as yours, and yet who is not competitive In this case, 
there will probably be consideiable duplication which re- 
gimes that you check the exchange list against your list 
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TJp to this point, the sources of names would have 
given you very little indication o! the true individuality of 
the firms — very little information about the policies and 
other factors which bear upon the question of whether your 
product would be suitable to the purposes of the prospect 
Sometimes such an indication is not necessary 
Usually, however, additional information helps you to judge 
before putting the name on your list whether that name 
ought to be a "live" one or simply a prospect 

There are many places in which you can get “a name 
at a time" and learn something of the owner of that name 
The advertising pages of newspapers, national maga- 
zines and trade papers are a fertile source of such 
information 

If you want retail dealers, it may be worth while for 
you to get copies of the papers from the cities you wish to 
reach and have them checked over for the names of dealers 
who consistently or occasionally use newspaper advertising 
space Sometimes you can get such names by a letter 
written directly to the editors of those papers, parti- 
cularly if your proposition is one which carries promise of 
increasing the dealer’s advertising activity 

If you want manufacturers, you will find their names 
in the pages of magazines or in the trade papers of their 
particular field 

Trade journals also offer another possibility in their 
editorial pages, both m their mention of activities among 
their readers, and in their "personal" columns, telling of 
the changes of individuals from one company to another 
Beplies to advertising which you do are from people 
directly interested m your proposition who should go on 
your mailing list by all means Names obtained in these 
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ways will come more slowly, but they are practically “hand 
picked 1 ' before you start to use them 

New Kinds of Classifications. 

The next step, considering that your present classifica- 
tions have been filled out from the sources mentioned, is to 
discover new classifications which at present you are not 
reaching at all. 

This step involves a joint consideration of your product 
and of your mailing list Suppose you find that you have 
been selling to automobile dealers It is fairly obvious that 
your classifications should also include some of the other 
related retail outlets, such as battery repair stations, tyrer 
shops, and possibly hardware stores 

Trying New Markets. 

Direct advertising is valuable in opening markets 
which your salesmen cannot profitably cultivate 

For instance, suppose you find that you are now un- 
able to sell to dealers in crfoes of less than 3,000 because 
of the small size of the ordeis you get, poor railroad 
accommodations, or small numbei of dealers per town 

You may find that your present list of customers does 
not include any such dealers, if you are classifying on a 
financial or geographical basis And yet, the mail goes to 
those towns The dealers m those towns have more time to 
read, and receive less mail, than dealers in larger cities 
You can put such dealers on your lists — send them 
"printed salesmen” at a "travelling cost” of half an anna 
— and increase your total sales materially by using the 
mail exclusively in reaching such a group 
Concentrating Your List. 

Up to this point, the mam discussion has been of 
ways of adding more names to your list Now, contrary 
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though it may seem, the subject turns to the elimination 
of names 

If your names have been obtained from advertisements, 
or in reply to your advertisements, you may have a pretty 
good idea of the individuality of the party behind them 
and how its wants will fit with what you have to sell 
Otherwise your list of names is pretty general You 
needed a full list to work upon before you could eliminate — 
but if you now have the full liBt, it will pay you to 
make each name justify its right to remain where it is So 
ask yourself two questions about each name 

1 Is this organization a logical prospect for what 

you have to sell? 

2 What man or department in this organization 

should you try to sell? 

The most direct method of getting an answer is to 
take these questions straight to the prospects themselves 
Suppose you make a frank appeal to the advertising 
manager, or the man m charge of the advertising, of each 
concern Wnte him a letter along the following lines 

As an advertising man, you are probably interested 
m seeing the advertising of others as well as youi own 
company get results 
Will you help us? 

We have the name of your company on our mailing 
list You can help us decide whether it should be there 
or not 

(If your proposition is not unknown to the man 
addressed, it would be well to outline it briefly here, then 
follow with some Buoh closmg paragraphs as the following ) 
Does your company use such a commodity (or 
service) as we have to sell?' 
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Would you suggest that we keep your company's 
name on our list? 

What man or department m your company should 
we address? 

Thank you for your assistance You will find a 
stamped and addressed envelope enclosed for your reply 
Let salesmen help by supplying each one with the 
names which fall in his territory so that he can gather as 
much information as possible It will be much easier for 
the salesman if you supply him with a form which requires 
only check marks 

Hiring local men to check your list is sometimes a good 
way to eliminate deadwood In smaller towns particularly 
there are men who practise law, act as correspondents for 
newspapers, write insurance, do abstracting and mvnj 
related things for a living These men usually can be 
depended upon to know a great deal about their commu- 
nity You can get in communication with them, and get 
their rates per hundred or thousand names, for checking 
both the conectness of the addresses and desirability of the 
companies as purchasers of your product 

A final drastic method of cleaning up those names upon 
which you have secured no check by other means is to 
send out a piece of mailing matter offering some 
sort of "bait 1 * which will practically compell recognition 
if they are interested For 1 *E>ait M you may have something 
in your line which is inexpensive, which you can afford to 
give away for the sake of getting the nght name of the 
man m an organization for future mailings You may 
purchase some novelty which jou can offer You might 
issue a booklet of trade information — not so much about 
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yourself or your product, as about facts which will be of 
undoubted interest to your prospect 

Following all other methods of checking your list, such 
a plan as this should serve to weed out the names which 
are entirely useless and increase the possibilities of profit- 
per-name on your whole list. 

The co-operation of departments within your organi- 
zation is highly essential Your stales department- 
should report the instant a prospect becomes a 
customer Your accounting department should report 
accounts which have become inactive It is dis- 
appointing to a new customer to find that his order 
to your firm was not noticed, and that he is still treated 
as a prospect — and it is often possible, when a customer 
has lapsed, for a well-written letter to bring him back into 
the fold 

Accuracy is highly desirable m every step of your 
direct mailing Nothing nettles an ordinary man so much 
as having his name mis-spelled by those who write him 
In addition to this, incorrectness m addressing usually 
means a waste of your printing as well as a lost opportunity 
of making a sale 

Seeping Yonr List Up-to-date. 

This condensation of your completed list is a process 
which should be continued, m the form of revision so long 
as you use a mailing list 

There is no one sure method by which you can check 
a mailing list, but a combination of several methods will 
serve to keep your list at its highest efficiency 



THE MAILING LIST 


121 


Every returned, refused or unclaimed mailing piece- 
should be caiefully examined and the remaiks on it 
attended to 

Changes of addresses are great obstacles m keeping- 
the list correct For this you need to keep constantly 
at youi prospect to get .them to notify you of changes of 
address A simple method of keeping track of changes 
of address and of checking up on the prospects interest is. 
shown in the following letter to he sent on receiving an 
unclaimed mailing piece — 

Dear Sir, 

Will you please glance at the enclosed post 
caid (or anything as the case may be) and verify or 
correct your address as we have on our mailing list?* 
This will help you get the latest things from 
us promptly and insure your name* remaining on the liBt 

Very truly youis, 


One of the reasons a mailing list is so vitally interest- 
ing to the man who uses it is that it is never complete 
It is always opening new possibilities of busmess You 
are always finding new names — new ways to make your 
mailing hst moie effective — ideas which others have used 
ideas which come to you out of experience 
Keep building your mailing list and you will keep 
building your busmess Keep eliminating deadwood and 
you will keep increasing the profit your mailing hst brings 
to vou 
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Someone has very appropriately said, "The accuracy 
of your mailing list is as important as the accuracy of the 
boohs kept by your accounting department " 

More than this — the accuracy of your mailing lists, 
both in quahty and quantity puts more and better accounts 
on your books, and means an increase in your total busi- 
ness which is ample reward for all the care you put into 
preparing mailing lists 



PART Y. 



PULLING THE BUSINESS 



Sc* 


t seSW^g 861,1 

0 ***** 

s^aps 

■*~**ZmiS& S: 

-.-Wtaf Ca®^, te nw loT 


flt^-Tc*®* ,„ t ca®V a ' f 
CB^ 11 >sf£^ w 

l otb^ s 






lV _Seo^ 


.Bwil^wS 


ttie 


Sene 9 " 


.The 



CHAPTER I 


PROCURING ORDERS. 

The Inanimate Salesman. 

Next we come to the writing of letteis that push your 
commodities into the market The order securing letters, 
as previously remaiked, serve the function of an active 
albeit inanimate salesman and as Buch they should possess 
all the qualifications of a living salesman, t e , congeniality, 
enthusiasm, and above all pleasant agreeableness under 
all circumstances A distinct tone of personality should 
pervade the whole lettei To attain the greatest success 
m wilting sales letters you have to study the nature and 
mentality of your prospective buyers and so adapt your 
style of writing and thought as to be agreeable to them 
Your purpose is to wm them over to your side by offering 
them better service and make permanent customers of 
them Thus their needs would require a careful study 
and the most opportune moment be sought to mnlro th e m 
your offers To (ate an instance the offer of tea seeds 
should be made to tea planters and not to indigo planters; 
moreover, it should be presented just before the time of 
the actual purchase of the seeds arrives 

Study of Articles Needed. 

To induce others to the purchase of your article 
you should have a thorough knowledge of your owii 

+£ I3ai ^L ^ ^ om Te3 7 beginning of its construction to 
the utmost detail of its purposes and uses and supremely 
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confident of its ments You should also study similar 
articles maiketed by your competitor and should possess 
a fair comparative idea of then: ments and dements 
Another consideration to be taken into account in com- 
posing sales letter is a knowledge of what your competitois 
are about and their method of merchandising, and business 
system This will enable you to hold out greater facilities 
and advantages to youi would-be buyers and thus this 
may carry weight in the final settlement of the older 

Arrangements. 

The methods of arrangement and the development of 
the subject matter should occur m the lines as detailed 
in our previous chapters Several general points to be 
followed m getting up the subject matter have also appeared 
but it will be useful to 6ee the application of 
those principles m this partioulai case 

A Bales letter should have in view a two-fold object, 
via , to effect a particular sale and indirectly to secure 
permanent customers, although the last is impossible 
without the first To attain thiB, as usual, a sales letter 
may well be divided into three parts, via , the introductory, 
the development and the positive dose 

Introdnotion of Sales Letter. 

"Well begun is half done" is no where moie true than 
m letter writing Make a brilliant enthusiastic start and 
not m conventional, hazy and hackneyed style An 
enthusiastic opening will instantaneously interest the 
readers and let this be the keynote of what will follow 
later on We cannot do better than to note here the follow - 
mg pomts, which a successful letter writer recommends 
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in making a staifc He bungs home the greatex result* 
pioduced by giving something definite — the very keynote o£ 
youi thought — at the very beginning with a homely 
peisonal touch A direct plunge mto the midst of your 
subject and then to divulge youi plan as a whole without 
bieaking interest, have often succeeded wheie long, round- 
about introductions have failed Mark the following open- 
ing paragraphs culled from several successful letters 

“Found a Carbon Remover that costs little, does- 
much” 

v You are seeking Business abioad You believe- 
when foreigners know your goods, they will buy them 
You feel that as they begin to know them better, 
they 11 buy more Very likely you are quite correct 
But do you know definitely what those markets want?” 

You can save 4 as per gallon on your gasoline 
On every gallon you buy from to-day foith The plan 
is simple 99 

Such opening is never ineffective as the leader, if the 
letter is discreetly directed, at once perceives that a perusal 
would end m some profit on his part and his interest m the 
letter is throughout maintained. 

There are plenty of other means of starting letters 
effectively Some use catchy mottos and phrases Some- 
times an appeal is made to the individual interest or occu- 
pation of the readers or to his desire to learn the latest 
developments Many 'illustrations have been given in 
previous chapters and many will be given later 

Development. 

Next the development of what you assert in the opening 
should follow Various ways in which this can be accom- 
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plished have been suggested The following five points are 
most notable viz , by description, by telling what the 
merchandise will do, by explanation, by argument and 
lastly by simple narrative 


The description, the first thing to develop your idea, 
should be quite refreshing and conjure up a mental picture 
in the eye of the reader Much depends upon an intelligent 
selection of the details to be described Too lengthy ones 
may be tiresome to the readers While too short ones would 
be hazy and useless In describing, use a simple and 
dignified style and write of the appearance, beauty, size, 
colour, peculiarities of your commodities 

‘Let your office boy do your calculations 

He can do them — and do them quicker and much 
more surely than an accountant, with the help of our 
Acme Adding Machine 

The Acme is an adding machine m miniature — 
but it will give you as good a service and las long a 
service as any standard machine, and cost you very 
much less. 

Less than the size of this page, the Acme weighs 
only 5 lbs and is built thoroughly of the best steel that 
money can buy For portability and dependability, the 
Acme stands alone 

And then, its simplicity ! Anyone, even your office 
boy — can learn to operate it infallibly in five minutes 
Just press the keys, and the Acme does the rest 
The Acme saves time, money, and Brain — and 
'saves them twice because it never makes mistakes 



PROCURING ORDERS 


129 


which have to be lectified later Try it for invoices, 
day book entries, cash balances, ledger posting — any 
figure woik which needs absolute accuracy ’ 

By Allurements. 

The next way to develop your idea is to look at the 
■subject matter from another angle of vision and to depict in 
glowing language what the article introduced has done and 
is destined to do m future The advantages which the 
addressee would derive from the purchase of the goods 
should be particularly mentioned, although nowhere indica- 
tion should be made that you are eager to sell your 
merchandise 

‘There is something for you among Paints, 
Lacquers, Stains, Japans, Colours and Fna-malo — 
whether it be for maintenance or decoration of property 
or whether for use in the manufacture and ‘finishing' 
of your product 

For more than half a century we have taken over 
our chent's pamt troubles and we are ready to do the 
the same with yours They are no trouble to us as we 
have the long experience behind us and the most up-to- 
date manufacturing facilities with us We are readv 
to do our very best for you 

Catalogue, show cards and the visit of a practical 
representative free on request ’ 

By Explanation. 

Developing by explanation, though often confused with 
the preceding two method* stands as a distinct class 
Here neither the whole description nor a complete list of 
9 
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uses is supplied Simply the distinguishing features or 
the points of excellence are brought to view as if to induce 
the reader to buy this in preference to the others in the 
market 

‘Bannerjee’s Facsimile Letters are real personal 
letters because they are printed through a ribbon and 
the names and addresses match exactly the body of the 
letter 

By using them you can send out personal letter 
to your customers at much less cost than individually 
type-written letters 

Send for particulars and prices # 

By Arguments. 

The use of arguments should be made with proper 
caution as not to end in obstinacy In this instance facts 
and figures are quoted and comparisons and contrasts made 
with prudence without slur on other merchants 

“Time is Money . 

And "Uniform Time throughout all the workshops 
and offices is essential Our patented one Master dock 
controls any number of Beoeiving docks and Time 
Becorders, and thus every employee ‘docking in' 
registers to one uniform time of your establi shm ent — 
a saving of tune, temper and trouble 

Most suitable for offices, schools and colleges, 
factories and the home 

Any design of case or clock face can be suppliel 

A visit of inspection at cur workshop is invited at 
any time on the week days " 
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By Narration. 

Lastly, a simple nanative form is made use of m 
developing the idea When couched in a simple chatty 
style with due recognition of the tastes, conditions and needs 
of those approached, it is both pleasing and effective Such 
narration of the story of your pioducts will be interesting 
and productive of results 


Closing. 

The last part of the sales letter should see the gradual 
wind up with a ohnchei, the nature of which has already 
been treated Suggest what the reader should do in this 
case, ask him to have a trial free of all charges, send him 
a sample or show him a pattern, offei a dear guaiantee and 
induce the reader to make an immediate pm chase lest the 
consignment may be exhausted 

Do not howevei talk too long Take care of extra- 
vagant offers When your entire pioposition has been 
piesented and enthusiasm of voui leader has been brought 
to deciding pomt, do not weaken your argument by additional 
phrases but close m good time Here is an instance which 
gives all the points in cleai sequence and has a good timely 
closing — 

"Found, a carbon remover that costs little and 
does much 1 
Dear Sir, 

You've found it I An inexpensive mixture that 
does the work It saves time, trouble, temper — and a 
whole of your s hining silver a= the year rolls lound 

You want this You need it nglvt away It saves 
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repair bills and engine troubles It increases the power 
and speed of your car from the day you use it It's 
one of the few things that cost little and are worth 
a lot 

By mixing several common chemicals, bought at 
any drug store, with petrol, you have a carbon remover 
that goes nght in, looBens all carbon in your cylinder 
and cleans the valves, piston rings, exhaust pipes and 
muffler 

You don’t loose the use of your car for a moment 
The carbon remover gets in its work while your car is 
running And it does the job thoroughly. 

This means cash to you It also means troub'e- 
proof car Your engine will develops its maximum 
power, run smoothly and pick up speed at a touch of 
the throttle You get the maximum mileage out of 
each drop of petrol used 

bend us a rupee note m an envelope to-day An 
M 0 or 16 red stamps will do Get these nght off 
in the mail and we will send you a full bottle of this 
money saving fluid, so you can soon see for yourself 
just what it will do. 

Every day you delay costs money 


Yours truly,” 
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SELLING SERVICE. 

The Two Broad Sub-divisions. 

Besides catering for direct sale of merchandise the Bales 
letters may be made the vehicle of offering one’s services* 
investment policies, real estates, properties, etc 

To study the mode of construction of a service letter, 
the subject may be profitably divided under two broad 
heads, namely those requiring manual labour and secondly, 
those requiring bram work It need not be mentioned that 
a sharp line of demarcation between the two is impracti- 
cable, it being difficult to assign where one begins and 
wheie one ends 

As illustrations we may however point out that writing 
of advertisement, surveying, auditing, accounting, etc , tax 
the brain more and fall undei the second group while build- 
ing, repairing, printing, decorating, etc , would not be 
perfect without manual labour and consequently make up 
the first group 


Points in Service Letters. 

The development of a service letter should take place 
in the line suggested m the ordinary business letters Care 
should be taken to have the arrangement of the subject 
mattei in logical sequence with no break in the link The 
paiagraphs in the body may follow the following order 
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1 Enthusiastic Opening 

2 Presentation of Purpose 

S Arguments 

4 Convincing Proof 

5 Climax 

The body of the letter should conform to the above divi- 
sions as much as possible but nothing about the style and 
language to be used can be mentioned m general The text 
should be modified according to the service you offer 

Developing the Points. 

To help developing the points above referred to tho 
writer would do well to ponder over the matter in the three 
connected grooves 

(1) What are needs of the customers, 

(2) See if your services may be of any advantage to 
your customers, and 

(3) Emally try to convince of the superiority of your 
services 

The thiee above are of the primest importance in 
writing successful letteis You are to point out such needs 
of youi customers as you are most fitted to fulfil with skill 
This means a study of the characters, likings, ways of living, 
etc , of the customers Moreover, same letter cannot appeal 
alike to the business men, lawyers, doctors, students, 
mechanics, workmen, etc , etc Letters addressed to each 
of these sections of people should be written individually 
to attam the greatest result All may not be conscious 
of the need you refer to By argument and convincing 
facts you are to arouse his interest and bring home the 
need to his mind and prompt him to action In fact you 
are to uncover the needs of the readers and speak out your 
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thoughts in a homely manner which, are more or less to be 
determined by surroundings, associations, social standing, 
etc of the customers 

Having aroused the sense of need you are to hold out 
solution how this can best be met by your services In pass- 
ing it may be remaiked that unless your proposition is 
made to the nght person, m the right moment with the 
right spirit, youi letters will bear no fruit The purpose 
of the lettei should be to make the reader feel vividly a 
need and connect it with your capacity to satisfy it Con- 
sider his interest from his point of view with enthusiastic 
tone pervaded all Ihiough By sympathetic tinge and intel- 
ligent understanding of the mattei 

Finally convince the reader or the high order of services 
you ofier You may point out how you are fitted by edu- 
cation, training, temperament, expenence, etc , for the 
particular line you mean to serve The special distinguish- 
ing features of your services and details of the work may 
also be given proper space to 

Typical Illustrations. 

This lettei giving explicit details of how the Hospital 
Association Seiuce is handled will be interesting. 

‘It means many things for you 
A doctor whenever you need one, at your home, 
at youi office, at the hospital — anywhere , 

A tiaraed nurse whenever you need her , 

All medicines and surgical dressings prescribed bv 
youi physician. 

An ambulance whenever you may need it, 

Youi hospital bill all paid , 

A whole year's protection foi you in sickness or 
accident 
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And no examination, no £usb, no red tape, no 
trouble to you — -all you pay is $10 for the whole 
year — $16 if you are married, $4 for one child, $3> 
for each additional child And you needn’t pay it all 
in cash — small monthly or weekly instalments, what- 
ever is easiest for you/ 

A Dentist’s Circular. 

Here are extracts of an excellent service letter, sent 
out by a dentist, which convinces because it shows such a 
keen understanding of what the reader wants 

‘If your teeth or those of any of your family need 
attention right now, I will be glad to examine them 
and give you a frank, honest opinion, free of charge 
So many physical ailments are due to imperfect 
teeth, that it is unwise to neglect the smallest trouble 
of this kind, especially when you have a dentist right 
in the neighbourhood, and can easily remedy it befoie 
greater damage is done, both to your teeth and your 
general health ’ 


A Collector’s Plan, 

Another type of service letter comes from a collector, 
who has a special plan that convinces because it distin- 
guishes his methods from the ordinary 

'Now — no matter how busy you are , no matter 
how big or important your olher mail that came with 
this — make up your list of long-dues right this 
minute 

Get ’em off your books, off your mind, off their 
consciences For they have consciences, and we’ll 
show you how easy it is to leveal them Ah, yes, our 
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system of collection never fails to locate the conscience- 
and the cash 

Through efficient, earnest, enthusiastic effort, we 
have perfected a collection service that goes farther 
than any other And, where others might leave off, 
our system is like Commodore Perry "It has not yet 
begun to fight 1“ ' 

A Writer’s Service. 

An editorial and writer’s service — convinces by telling* 
what has been done for others 

‘And listen I We know, by long experience, there 
are lots of men and women leally unconscious of their 
own ability, until our leading of then manuscript 
discloses the groundivork of a genuine literary gift 
That elusive, strange poser oft slumbers within them r 
all unwareB Or, if they are aware of it, more often 
the ambition it but half-auahened, as is manifest in 
the ’script they write- — until an intelligent reading- 
at experienced hands, and the pointing out of certain 
Bimple faults of technique, unexpectedly turns on the- 
broad searchlight of realization 

And from that day they begin to write, write, wnte,. 
with a strange, new, wondrous fne, a freedom and a 
mastery of description that astonishes all their friends 
loved ones, and delights the ’scupt buyeis who aie- 
eagei and anxious fcr the stones and plays of new 
writers with all their blithe, vivacious new ideas, youth* 
ful coloring, unique plots, and novel things ’ 

Checking the Loss. 

We are reproducing m full a splendid service letter 
that (1) uncovers the reader’s need, (2) links that need 
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with the waiter s ability, and (8) carries unmistakable con- 
duction 

"Warning! Look out for the little expense mice 
that gnaw holes in your piofit ! 

Deal Mr , 

Beware of the needless leaks I Catch the un- 
expected losses 

No matter how sure you are of your books of 
account, little elusive diams are costing you something 
every day Let us piove this to you We can come 
into youi office light now end pomt out many vital * 
economies you can put into eftect at once 

Like othei busy men, you're too close to your 
"business to see these defects, losses So aie your 
employees, however efficient It takes somebody from 
the outside You’ll acknowledge that 

Your cleibs are honest, competent hands f But 
they've had little opportunity to study the newest loss- 
checkmg things in accountancy, the minimisi n g of your 
overhead 

We can save you a thousand tunes the cost 
-of your semce And we can do it right away Your 
business may be economically lun, but zt should be 
absolutely loss-pjoo/, and we’ie readv to make it so 
Where we’ve made audits, the system is perfect, the 
expense is scientifically held down Let us go over 
your books and do the same for you 

Find out at once what this examination would 
mean Mail the enclosed card to-day It merely 
brings us to talk tilings over Not the slightest obhga 
iirm f And our visit will result in suggestions vou’ll 
appreciate 
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Fill in the card now Mail it now It's a 
money-saving move You’ll be glad you made it 

Youis for Efficiency and Economy, * 

Insurance Policies. 

In order to sell msuiance policies the vital need is lo 
Teach as large a numbei of prospects as possible and have 
then interest created and at once stir them to action He 
must be appealed (1) through sentiment by holding up a 
picture of how helpless his dependents will be if they are 
left without any means of support , (2) through self -interest 
by discussing the financial advantages of the proposition; 
(3) thiough reason, and finally (4) through pride by point- 
ing out that no foiesighted thinking man is without such 
policies 

We give below an example — 

Dear Sir, 

If a man told you you didn’t support your wife 
and children, you’d be leady to knock him down Yet 
if you die without leaving any insurance, that's just 
what you will have done . Your dear ones will be un- 
provided foi They will be left out in the cold They 
will hn deoendent upon others 

And you, the kind father, the loving husband, 
who denied them nothing m your life — who gave them 
his all, willingly — you will have left them in just that 
fix Not because you meant to do it, but because you 
weie just a bit thoughtless You didn’t lealize life was 
■so uncertain 

Stop and thmk a minute The "Hu” epide- 
mic has proved that the healthiest men are some- 



140 


HAIL ORDBB LETTERS AND METHODS 


tomes the quickest to go Their lives are snuffed out 
like a candle — sometimes in a few hours — 

Influenza killed thousands — 

It crippled the incomes of thousands — 

It left thousands without support — and these 
unfortunate people might have collected insurance 
money all their lives 

You are now alive and well Everything is 
all nght as long as you are here to provide for your 
family Insure while you can Protect your loved 
ones against the uncertainties of Providence Don't 
be the man who wouldn’t listen Insurance is vitally 
impoitant to your family’s future How is the tune 
to act! 

Pill out the enclosed card It is more unport- 
ant to you than it is to me I have the nght policy 
for you, at a pnce you can afford You will never 
be sorry you took this step to-day 

Yours truly,’ 

Developing the Arguments. 

In the letter above you are merely trying to get an 
inquiry from him showing the absolute necessity of the 
life insurance as a whole — not of any particular life insur- 
ance Next comes the busmess of following up your 
inquiry-getting letter with the strong reasons why the insur- 
ance you offer i6 the best that can be had Here is your 
sales talk Tell what your policy can do Tell what it 
can do for his particular case This gives the much desired 
individual touch Wnte your letter skillfully along these 
lines, following as we have suggested 
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(1) The elements oi the model letter 

(2) The logical arrangement of your subject matter 

(3) The argument — arousing your reader to his imme- 
diate need of insurance 

(4) The clincher — the particular adaptability and 
superiority of your policy 

If you follow these points caiefully, you will be sur- 
prised at the good results such a letter will produce 

This may, however, move to action any prospect who 
does not carry any life policy but when a prospect akeadj 
carries life policies he should be approached with diffeient 
propositions He should be made convinced that the 
amount insured by him is quite insufficient and so forth, 
he can be asked to make endowment policies if he already 
holds life policies and vice verst 

Below is given an instance of a Life Insurance letter 
(an actual circular from a U S A Company) that fits 
man who carries no insurance as also the man who carries 
some 

"Dear Mr Brown 

A sensational new life insurance contract has just 
been developed that combines all the best features of 
all the best policies rolled into one It*s the marvel of 
the age, backed by 150 milli ons of assets Its liberality, 
its broad, daring features will amaze you It does 
things no policy ever did before And with all its 
wonders, it is low-priced 

Think I — it pays wife 5 per cent on principal sum for 
life; 

— and she gets S50, S100, S200, $500 a month 
in advance ; 
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— at her death, the lull amount of the policy 
goes to your children or estate, 

— also covers you against accident and disease , 

— and your wife gets double, and your ohildren 
get double, if you m«.et with fatal accident, 

— if disabled by accident or disease you pay no 
premiums, but the company pays you a 
monthly income foi life, 

— yet what you draw doesn't come out of the 
policy , 

— and your wife also gets her 5 pee cent for life 
just the same, and your children get the full 
sum when she passes away 
This new policy is a master piece of insurance No 
thoughtful man can overlook it It makeB every other 
policy seem obsolete, nanow, small Every alert 
business, professional, salaried man and wage earner 
must get tins startling new contract He’s cheating 
himself unless he does l 

You will reproach yourself if you don’t investigate 
it, no matter what insurance you now carry So I’ve 
arranged to give you complete information about this 
pokey with'*fche least waste of your time and mine 
Fill out the enclosed mail to-day 

You're not doing me as big a favour as you're 
doing yourself The policy will prove it 

Sincerely yours,” 

The All-Important Problems. 

Heie is the first and all-important problem of the insur- 
ance-selling letter at what particular views and ideas, at 
wliat phase of human nature, must the letter be aimed? 
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For the insurance letter is a peisonal matter It appeals to- 
personal traits It is not so absolutely a business prono- 
sition as selling a box of eollais, or mducing a man to paint 
lus house In an Insuiance letter you approach him largely 
through 

(1) His sympathy 

(2) His natural affection for those dependent upon him. 

(3) His self -interest , show him it is a sound investment 

(4) Ba& sense of logic Make him see the folly of 
remaining unprotected 

(5) His interest m what is newer and Better Set forth 
some feature of youi policy that is distinct and unique 

(6) His sense of values Set forth the unequalled 
benefits revealed m the terms of your policy 

(7) The value of his time , appeal to the busy man who 
wants insurance, but is too occupied to go after it 

(8) His liability to death, fire, or accident, which im- 
probably the strongest appeal of all 

Selling Properties. 

To effect sales of farms, gardens and buildings, etc ^ 
nothing is more important than well-wntten sales letters 
Inform the prospect to the min utest detail of the estate so 
that the prospective buyer may have an accurate picture 
of the whole m his mind If it is a building, say its are? 
plan of building, about air and light, location conveyance 
and other facilities, surroundings, etc If it is a farm 
wiite what is its area, nature and yield of the produce, 
facilities of irrigation and transport, etc One of grealcbi 
mistakes is to overlook these minor points Nothing in 
fact should be left by the writer to be taken for granted 
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The distinguishing and important prospects should be 
narrated with consumate prominence and forcefulness 

Business property also often changes hand The mam 
thing to he borne in mind m this instance is to conjure up 
the big prospects of the business, the stoohs in hand, the 
assets and liabilities, the class of customers you command, 
the reason of your disposing it of and so on The splendid 
situation of the business, the low pnee at which it is offered, 
probable returns from investments may be duly referred to. 

Investment Letter. 

Investment policies, securities, shares, etc , are often to 
be sold through the medium of letters The main point to 
be laid stress upon in the letter is the stability of the capital 
one invests, the feasibility of receiving the invested money 
at any time he likes, the high percentage of dividend which 
his money will win and the chances of further appreciation of 
the value Greatest emphasis should, however, be paid on 
the safety of the capital and the! interest and the) reliability of 
the proposition The small investor who has managed to 
save a small sum of money and wants to invest it sees, first 
•of all, if his money is secure even if no high interest is 
•available, while men with speculative turn of mind can even 
undergo a httle nsk in anticipation of a big prospect The 
letter and prospectus should be modelled as to interest both 
kind of investors. 
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FORCING FUTURE BUSINESS. 

A Regular Campaign. 

A modern business house does not and should not rest 
-satisfied with conducting the current volume of business 
It should have to take up a regular campaign of work to 
popularise its goods in the market and give them wider and 
widei publicity, however well-known in the market they 
might be Many business firms have been found to come 
to grief on stopping their publicity work when their goods 
obtained immense popularity A field for future business 
-operation is to be created Ey the organised efforts of the 
present day Many fail to see the utility of this, but the 
record* available of the big Business houses supply indisput- 
able evidence that the constructive schemes of the past have 
led to the expansion oi their present business It now 
-stands as an axiomatic truth, that future business of a 
firm depends in the same sense on the exeition and organi- 
sations of the piesent time as the present volume of 
business does on the developments of the past In short, the 
aim of all houses should not be confined to satisfying the 
demands of the customers but should include the onerous 
task of enbsting new ones by holding out prospects rf greater 
and bigger service 

Offer of Samples. 

Offer of samples is the first element in the successful 
preparation of the field for future business The letter 


10 
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accompanying such sample should enkindle in the reader 
an enthusiasm to look for the sample and open it with 
interest and concern 

'Found out at length! A toilet preparation that 
excells all classes of toilet-snow of even the best foreign 
manufacture 

We send you a sample bottle of this new prepara- 
tion that is now running m the market and when you 
try it you will certainly appreciate the quality 

The literature accompanying the sample carries a 
message that is readily understandable — how to 
equip your toilet board m the most up-to-date and 
economic manner 

The accompanying sample will give you the most 
practical demonstration of the immense soothing effect 
it produces on the skin — even of the most delicate 

We await your command, and if the thieat of the 
coming winter has anything to trouble your &km, you 
cannot delay your decision ' 

Offer of Premiums. 

Offer of premiums and other advantages in selling 
goods induce many men to go in for business and produce 
the next elements for the preparation of the successful field 
for future business Below is given an instance 

'Dear Sir, v 

Here is something intensely interesting a 
bargain that calls for immediate attention of all the 
frugal house-holders 
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We offei you absolutely free one Muga shirt 
if you purchase from our stole four such at a time 
We have lecently seemed a big stock of the very fine. 
Assam Muga cloth and before the summer purchas- 
ing season falls in, a big opportunity is presented before 
you if you effect your purchases now before every man 
lushes in 

We want you to pay us a visit And at your 
very earliest opportunity We want to give you the 
fullest advantage of a wide selection And we want to 
prove to you the tremendous saving we are able to offer 
On every order you place with us on the Assam 
Muga — may it be the shirt or the complete suit — 
you can make a saving of 20 per cent if you don't 
delay in coming to us Moreover, we undertake cheei- 
f ully to refund the money on all goods not satisfactory 
Trusting that you will come to see the wonder- 
ful stock very shortly, we are, 

Yours very truly/ 


Invitation to Take a Joy Ride. 

The following is an instance of an mgeneous letter 
which is a commonly used method of approach in cresting 
a future field of business in the automobile trade It is 
all the more effective as the letter is written with simplicity 
and restraint with no strenuous effort to exploit the merits 
of the ware 
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'‘Pear Mr. Datta, 

ThiB is a cordial invitation to you to go for a 
tide in a Peerless automobile. 

'Will you be my guest for a little spin upon the 
assurance that it will not put you under the slightest 
obligation’ 

Furthermore. I promise that under no circums- 
tances will you be importuned to buy In fact, 1 won’t 
expect you to buy — 1 simply want you to get 
acquainted with the Peerless It has proven to be a 
self-selling car And after you have ridden in it, if 
you do buy a car later on you're not likely to choose 
another make 

Simply make these few observations, purely 
on your own account, for your present information and 
future guidance, as to what the Peerless really 
represents in modem motor car construction and value. 

Lpon these may I hope you will nng when 
the trip will be convenient? 


Yours very truly,’ 



CHAPTER IV 


SECURING TESTIMONIALS. 

Securing testimonials is a wonderful job and every 
one knows how those little certificates broaden the founda- 
tion of future business This is in itself pn established 
business in Europe and America and there are people in 
these countries who amass their fortune m this particular 
line 

The testimonials are generally secured by a senes of 
letters between the testimonial getters and the big people 
whose certificates count In the first place sample phials 
should be prepared and these be sent to the selected list 
of men from whom testimonials are required together with 
a letter, a model for which is given below — 


I. 


'Dear Sir, 

A wonderful thing that is now being manu- 
factured by the National Drugs Ltd , is the sugar- 
coated Tea Tablet that is destined to replace dust tea 
and all the troubles of preparing it for the cup 

Indeed it is a thing that combines all the fresh- 
ness and flavour of the best tea m the market with 
proportionate fineness of sugar and milk made into 
tablet with the result that only the addition of hot 
water the refreshing drink is made for immediate 
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enjoyment The sample phial enclosed will prove this 
to your best satisfaction — even more 

The manufacturers are preparing to get up 
some very handsome catalogues, circulars, etc which 
they will have printed in lots of 10,000 They will 
also use the highest class magazines, and newspapers m 
advertising their goods Only the very best people, in 
various walks of life have been favoured with sample 
packages and testimonials will only be used from people 
of national reputation. It will be a real honour to 
get into the announcements of The National Drugs 
Ltd , with a testimonial It will be clean and high 
olass 

May we not class you one among them?’ 

This might produce Borne response or might not produce 
any However, the manufacturer must be reidy with 
another letter in a week 


n. 


‘Dear Sir, 

I am writing you personally to-day to enquire 
if my first letter together with the sample of Tea Tablet 
duly reached you I am absolutely sure we have an 
article here that has something vital to do with decreas- 
ing the nnmpnse trouble and loss of time that the 
people of the world has to run through for the prepara- 
tion of their pet morning drink I trust the preparation 
16 being used and is proving to you what I claim 
for it— as is the case with several well-known peopb* 
I have just heard from 



SECURING TESTIMONIALS 


151 


If the first package pleased you and another 
is desired to confirming that satisfaction I am prepared 
to send you another 

In the meanwhile as the proposed literature 
is being prepaied I am anxious to have your opinion 
of the preparation * 

This will prepare the recipient and soften his mind to 
consider about the certificate^and the ofier of publishing 
the name m the high class and widely circulated catalogue, 
will inveigle m his mind a desire for action A third 
lettei at this psychological moment will be most valuable — 

m 


‘Dear Sir, 

While I am keenly waiting for your opinion 1 
am receiving lots of lettei s fiom persons who received 
the sample package, testifying most highly as to th3 
real ment of the novel preparation 

The catalogue is about ready to go to the 
press and a line from you even now would be more 
than appreciated 


Tours very truly/ 


This is likely to secure a few good strong testimonials 
As fast as several testimonials come m they are photo- 
graphed and plates sre made Prom those neat impressions 
me taken and sent out together with the fourth letter. 
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IV. 


‘Dear Sir, 

Important letters highly testifying the merits 
and conveniences of the Tea Tablets are coming in lota 
from people who count in our country Tou are now 
one of the very few we are waiting to hear from 

The proposed catalogue is already with the 
printers and the illustrations and facsimile letters speci- 
mens of which are enclosed herewith, are nearly ready 
Our catalogue is intended to be complete with, 
opinions from people of national reputation and as sues 
we value your opinion so much as not to miss it 

We wish you to take the important step now 

— to-day 


Tours etc " 



chapter y 


THE FOLLOW-UP. 

To a business man who is in the market to create a 
held lor his waies or effect direct sales to the consumer* 
the utility of the follow-up letters cannot be too much 
praised A smgle sales letter cannot generally interest the 
piospeot specially if the article or the pioposition is little 
known or has no particular reputation Even m an 
established product a follow-up letter may sometimes be 
found desirable and profitable 

Two classes of follow-up letters are generally required 
First, when direct sale is desired, and secondly, when the 
object is to keep the name of the article before the public 
eye 

The either class of follow-up letters should be arranged 
m a definite progressive series, comprising from three to 
six or more separate messages according to the need of 
circumstances The first letter in the follow-up senes- 
should be the letter which is to be followed up — that is* 
the first letter sent in answer to an enquiry or the first 
selling or collection letter In other words, the senes must 
be logically planned fiom the very beg inning if it is to 
have the desired effect It is the failure to appreciate 
this fact that makes so many really good follow-ups fail to 
produce the desired results 

While it is not always possible to plan a complete sell- 
ing campaign m advance, it is both possible and reasonable 
to plain the general principle leaving the details eo be 
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changed as would be dictated by the circumstances As the 
prudent Business men should insure himself against lose 
by fire or theft, so ihe good Business correspondent should 
insure his selling campaign against failure by taking thought 
for the morrow and preparing the way in his first letter for 
other letters that may follow Indeed, so great is the 
cumulative effect of a properly planned series of follow-ups, 
that the best man m the profession make it a rule not to 
use every argument or inducement in their first letters, but 
to keep some shots m reserve for the need that they know 
will arise That cautious foresight wins many a business 
battle that would otherwise Be a disastrous defeat 

There is a bit of selling psychology in this that is worth 
considering Many persons matte it a fixed, if unconscious, 
rule never to respond to the firat attempt to sell them 
They may be slow to arrive at a decision, overcareful in 
judgment, distrustful of themselves or of the wily salesman, 
or just mentally lazy , and they have been trained by the 
mail order salesman to sit back and wait for a better pro- 
position It is no longer considered good Business practice 
to follow up the original proposition with successive cuts 
in price , such practice is manifestly unfair to the first pur- 
chaser and stamp the house using it as trying to get an 
unreasonable price for its goods It is considered proper 
for b follow-up to extend the term of a limited offer, to 
make special concession in the manner of payment, to send 
goods on trial or approval or to resoit to other selling 
methods that at once maintain the dignity of the seller 
and Buit the convenience or whim of the Buyer It remains, 
therefore, for the writer of follow-up letters to excercise his 
ingenuity in presenting his proposition in new lights 
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In a senes of follow-up letters the fiist should confine 
itself to malting a strong, clear but bnef statement of the 
proposition, depending for much of its selling force upon 
the actual value of the goods offered and the explanatory 
printed mattei accompanying it, it should leave to the 
follow-ups the more detailed expansion of the general line 
of argument Each follow-up should contain an additional 
leason why the leader should buy, re-inforced, peihaps, 
by the expeuences and opinions of others who have already 
purchased 

It is not wise, however, for a first letter or any of the 
follow-up to suggest that it is one of a senes Each letter 
m the senes should give the impiession of finality either 
by fixing a definite time limit, by predicting early exhaus- 
tion of the goods offered or by its tone and its insistence 
upon quick action Never upbraid the reader for not taking 
advantage of pievious offers, or even to refer to them If 
there is a sound reason for haste on the reader's part, the 
follow-up may properly refer to the ongmal offer 

The follow-up that is most effective m the majority of 
cases is the one that gives the leader a new view of an old 
situation, & new reason to accept an old proposition Such 
a letter is handled much like a first form selling letter except 
that it is shorter and terser in order not to weary the reader 
It requires the same care in the handling of its opening 
and closmg paragraphs, and it may resort to any of the 
tacts that will give it individuality and mduce the recipient 
to read it thiough 

Let us prepare a series of letters including the first 
letter on the sale of an inspiring Book — The Greater 
Achievement 
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1 


‘Deal Friend, 

Stop and read this letter — no matter how 
busy you are You may be deeply grateful that you did 

We have published a Book that means worlds- 

to you 

Everyman, every woman, indeed every 
student, should read “The Greater .Achievement” 
no matter what his or her life work may be This 
wonderful book shows you how to be more, have more 
and do more It is rich with priceless information, 
valuable advice, great surprises, inspiring truth It is 
the book you should read right away 

It tells tho great helpful thing that books- 
rarely tell It is a revelation A book of thousand, 
wonders I 

It shows you the road to prosperity, health 
and happiness m ways without end It’s for the man 
or woman who has gioped in the darkness of 
uncertainty — who has wondered, wished and wbnted — 
who has longed for success and well-being and con- 
tentment 

"The Greater Achievement’' is making new 
people every day It comes into your life like the 
dawn of a new day It is a flood of dear light that 
dispds darkness and buildb new courage and fresh 
hopes from the hour you read it 

This book will mean more to you than any 
book you ever read Although the price is Bs 5 wo are 
sure you would not take Bs 500 for it after reading 



THE FOLLOW-UP 


157 


We enclose you an order blank, fill is up, 
writing your name and addiess very plainly, bo that 
there be no mistake Then pm a five-rupee note to 
the order blank and send it to us in the enclosed self- 
addressed envelope 

We know you will be overjoyed with the con- 
tents of this wonder volume In your boundleBs enthu- 
siasm you will be eager to lend it to all your fnends 
and want them to enjoy the many inspiring things you 
have discovered 

Send vom Rs 5 foi this book to-day? 

It is beautifully bound gold-lettered, illus- 
trated Mailed postage prepaid for Its 5 Don’t wait 1 
You will always be glad you took this step You need 
this helpful volume now I 


Yours sincerely \ 


n 


"Dear Friend, 

Our object m writing you again is to piove 
that oui proposition about "The Greater Achievement" 
is something more than the mere money-getting idea 

I do not know whether you will beheve me. 
I hope you will of course, if you won’t, you won’t It 
is just a simple little question of faiLh 

It concerns merely a book And it concerns 
Es 5 I have the book, you have the Es 5 

You can beheve me or not — but nowhere m 
all the world is there a book that will do for you what 
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this book will do And right now for a thousand reasons, 
for your bake, and for the sake of your entire future, 
for the love of your health, happiness, peace of mind, 
pride, principle and your whole life’s ambition, you 
should get hold of this book, at the earliest possible 
moment and bum into your brain, into your very being 
every thought it contains 

The book as you already know is called "The 
Greater Achievement” and describes the factors of 
personal power required in the greater achievements m 
busmess and social life It shows also the ways by 
' which any man can advance himself to wealth and 
power This book will grasp you by the hand, look 
you in the eye, and start right off to tell you in plain 
simple language exactly what will bnng you the filing 
you want in this life 

It can and will point out to you just wnere 
you may be lacking m your busmess make up It 
Will tell you all these things clearly and truthfully, 
because it is frank and forceful and unafraid 

Tbs book will surprise you in a thousand ways 
by explaining things You may have noticed in other 
successful business men — in their methods — tbngs 
you have often pondered over 

It will lay bare before you all the deep decisive 
truths you must firmly grasp and for ever make a part 
of your busmess self in order to do, to dare, to dominate 
You must get tbs book You should get it 
right away The price is Rs 5 as I have said An 
order blank is enclosed Of course I want to send 
the book to you Of course T want your money with 
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the order — but I am downright positive you will be 
foi ever glad jou parted with the money 

That s all I have got to say It’s up to you r 
Sir, 

Youis sincerely’ , 


The third letter also reminds the reader that he has 
not answered the previous letters Probable reasons have 
been suggested foi this failure to respond including among 
them the price of the book It- avoids a sensitive point in 
the leader by suggesting that price cannot be the reader’s 
chief concern yet proceeds to oveicome any possible objec- 
tion to pnce Immense value of this book to the reader 
has been emphasised 


in 


'Dear Friend, 

You have not answered my letter about "The 
Greater Achievement" May be it’s the price — but 
whatever it was let me say this Every day you miss 
reading it, you are missing big chances m busmess — 
golden ideas, nch oppoituruties, cashable methods, pro- 
fitable suggestions, clean cut solutions of problems con- 
stantly confronting you , things you need in your busi- 
ness battle , things you have longed for 

None, lo be perfectly frank, it won t make a 
great deal of difference to me if you lose this chance 
of reading "The Greater Achievement' —but it will to- 
you 
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“Oh, yes," you say, "he ]ust wants to sell me 
his book and get my Bs 5 0! course 1 want to sell 

it, and of course 1 want your Bs 5 

But 

What man of flesh and blood, ambition and 
ability even let a five-rupee doubt cheat him out of a 
nch mine of big ideas 9 

Why, incredible as it may sound, I am doing 
more for you by sending you this book than a man 
who would hand you Bs 5000 in cash to-day In "The 
Greater Achievement’ 1 ’ there are secrets of turning 
the fade of things in your favour, and turning it now, 
now, now Not five or ten or fifteen years 
from now, but to-day 

Laugh at the man who tells you money and 
fame are ]ust luck 

Listen I There really is a well-defined system, 
wheieby other men rose higher and you can And “The 
Greater Achievement” proves it all so dearly that any- 
one would grasp it 

“The Greater Achievement” opens new 
avenues of accomplishments It reveals, it arouses, 
and redoubles your energies, giving you purpose and 
■power 

All thiB may sound exaggerated, but the book 
is here to prove all claims of what it will do for you. 
The thing is sure — if you send for it immediately, 
if you get this Bs 5 remittance for '“The Greater 
Achievement” in to-dav’s mail — I guarantee you will 
■always consider this the best Bs 5 investment you ever 
made 


Sincerely yours’, 



THE FOLLOW-UP 


161 


Such a lettei is bound to be compelling in its effect 
It has the qualities that the stiong follow-up letter should 
always have 

Master this Business of tHe follow-up letters Its value 
is unlimited Plan your correspondence to mclude it Do 
not think each separate letter as a unit Instead think 
of the senes as a unit, and each individual lettei as a 
part of the greater whole 
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MERCANTILE and MAIL ORDER 
LETTERS and METHODS. 
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CHAPTER I 


ORGANISATION OF AGENTS. 

The Need of Agency Letters. 

However much a business house, or a manufacturing 
firm wishes for expansion of trade, it cannot identify itself 
with all its activities It cannot sacrifice efficiency and 
concentration in favour of diffusion which is accompanied 
by loss of control Besides this there are other reasons 
why even a big business house cannot transact business all 
by itself The manufacturers as well are so much absorbed 
in the manufactuiing of then output, that they cannot find 
time nor have they the inclination often to carry on a selling 
propaganda to push their goods m the market Business 
houses often operate through branch offices which have been 
organised at different localities and there business is con- 
ducted by office managers under the direct guidance and 
instruction of the piopnetoi or the chief manager But 
over and above these, there must be other ways of popu- 
larising their goods in the market Herein comes in the 
function of the agents or representatives who mainly deal 
with the head or branch offices through the mail thus 
ruses the need of agency letteis 

Agency letters, so to speak, may mainly be classified 
under two heads, viz , those fiom the principals to their 
agents and representatives, and those of the agents to the 
homes It will be seen from what has been said aheadv 
that agency letters aim at bettei business and popularising 
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the merchandise of the manufacturers and import houses 
and busmess firms That means the agency letters may be 
grouped as a particular hind of sales letter in as much as 
their objects do not m any way differ from those of the sales 
letters 

Application for Agency. 

An agent to do his busmess successfully must be a good 
salesman with venous resources He has to conduct the 
selling campaign which the manufacturers do not like to 
perform themselves out of pressure of work or ou,t of 
reluctance to keep fresh staff for the management or due to 
the distance of the place where the goods may 'atch the 
fancy He may in his turn appoint sub-agents and 
representatives to help him to fulfil the contract 

It is quite natural that the principal or propnetoi of a 
firm m awarding the authonty of agency would prefer a good 
busmess man with business expenence in the line to a novice 
in the field He would rather desire to enlist the services 
of a respectable firm with good references so that he may, 
rest assured that his interests are m safe hands and that he 
can expect good and secure returns by mutual transaction. 
He would thus want a recognised and pushing firm as his 
agent, even if he has to offer more lement terms to him 
Hence the first duty of a would-be agent whilo writing 
to tiie manufacturer for the agency should be to dilate, in 
a glowing language, on the following — 

(lj The prospects of having his goods represented in 
the locality should be explained Show bow his interests 
will be best served by having representation there If there 
is no competitor in that line at that place, refer this to 
him and offer him, if possible, the new developments and 
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attitude among the people to hold out new prospeots for 
such commodities 

(2) Having awakened the interests of the manufac- 
turer, you would turn to the second point, x e., connecting 
his interests with your services Narrate the kind of busi- 
ness you conduct, your experience m the line, jour hope and 
expectation as regards the agency 

(8) The next pomt on which to write is the explana- 
tion of the terms of business It is, however, bettei to 
leave the settlement of terms to the other paity but a pos- 
sible way of settling the terms to mutual benefit may be 
made 

(4) Finally close with acknowledgment of courtesy 
and assurances of the best services 

Above all in youi application try to show by borne 
personal touches that you are the fittest person By virtue 
of youi tempeiament, education and experience to cater 
for that tiade The letter should cairy conviction to the 
receiver nnd confiim to nil the requirements of a good 
lettei as legards style, foicefulness and simplicity 
The following letter may serve as a guide — 

*Deer Su, 

The quality of washing soap you are maikct- 
iug in Calcutta interests me I wonder why such 
article should be so much scaice in Madras where use 
of soap by the people is lather more extensive than 
in anv other province 

Possibly you have not hit upon a suitable 
lepresentntive in this piesidency who can push your 
commodity profitably m this market I am m the soap 
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business for a pretty long tune and have secured eon-- 
nections in all the pnncipal towns throughout the presi- 
dency I am willing to repiesent you in this market- 
and if my leprosentntion is accepted my loiig experience- 
and wide organisation will be at your service 

1 am willing to represent you on commission, 
basis on the sale of a minimum quantity every mbnth, 
return of sale being rendered every week regularly 
Payment to be made every week together with the 
return of sale 

As to my credential I would refer you to the- 
Scent Manufacturing Co. of your town with whom I 
have business dealing for a pretty long rime and who 
will tell you of my capacity to push new articles in 
tins market 

I hope you will decide to let me serve you 
Yours very truly/ 


When the apphcation for agency will be in leply to an 
adveibisement in a newspaper the following may serve as a 
guide — 


‘Dent Sir, 

Your announcement in the National Daily 
lcgarding youi stove attracted my attention and I feel 
I shall be keenly interested m pushing your commodity 
in this market 

I am aheady representing several foreign 
manufacturers and have already a unmber of regular 
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wholesale buyeis in the outstation who get things at 
this stoie regularly and aie satisfied with our dealings 

If I can find a country-made article of the- 
quality of the foieign manufacture, I am sure I can. 
push it through our market 

I am willing to work on net fixed price basis. 
Payment to be made at 45 days’ sight of the invoice, 
freight to be included m the cost 

If you are inteiested in my pioposal I shall 
be ready to hear from your bide immediately 


Yours truly,’ 



CHAPTER II 


PRINCIPAL TO AGENTS* 

The proprietors and manager of big firms woik through 
many agents and repiesentatives placed at different local- 
ities Some of them may be well placed in busmess and 
have" by force of their character and above all by dmt of 
age-long application have given the initial impetus, so much 
required for successful conduction of business But otbeis 
may not be so singularly fortunate Some of them may 
be sent to places amidst peoples of diffeient nationality and 
customs to popularise their goods in the face of unprece- 
dented odds against them They need not only be 
encouraged but also be mspiied They must be taught 
newer and better methods of salesmanship and at the same 
tune you are to manage the whole affair with such tact 
that the agent does not perceive at all that his methods 
were on the wiong side and deserved condemnation Such 
letters should contain sales education and geneial principles, 
laws and ethics of general salesmanship ; but one of the 
pnmest requisites is tact The letters should at once be 
fnendly, warm, informal and enthusiastic But much 
depends also upon the ability of the manager to study 
human nature 

The letters to agents ore thus sales letters in some res- 
pects but these are something more than sales letters 
Besides awakening and sustaining their interest in the sale 
of the goods, it must be impressed upon their minds that 
it is on them that the imputation and credit of the firm 
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depends The task is difficult to a degiee because the 
agents most of them live at a great distance from the firm 
and the communications are to be made thiough the post 
Just as prospective agents apply to the firms 
for ordinary, sub or sole agencies, the man at the 
head of a firm ha<* to write to business firms to take up the 
agency of his products In such case the letter is moie 
or less a sales letter You talk of the excellent qualities of 
your products the strong demand for them m the market, 
and lastly, hint that it will be p desirable line of business 
to carry on 

We give below a letter as reply to the application for 
agency in the pievious chapter accepting the offer of agency 
mentioning terms — 

‘Dear Sir, 

I have the pleasure to accept your offei ol 
agency for the salo of our stove in youi maiket and I 
am suie if a right land of salesman push it m the 
market he will L° able to i ©place all the foreign manu- 
factures that rule the market now 

Indeed our stove is manufactured with up-to- 
date machines, from thick sheets and selected mateiials 
and tested with such scrupulous care that no defect 
can escape 

! It is a leady seller and oui guarantee of replac- 

ing defective ones even after use for some time arms the 
sellei with confidence in the goods he sells 

Out and out sole cn a net fixed pnce basis is 
indeed advantageous to Goth of us but I regret 45 days’ 
credit is too long a term I can offer you a 21 days’ 
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tarn so that you can remit the amount of the Bill to* 
our Banker m 21 days of your acceptances of the Bill 

The reference you quote is satisfactory 
and if you accept the terms of payment I shall sendi 
you the first consignment 


Yours etc ' 


The following is a reply to the same letter but in this* 
the application for exclusive agency is refused — 

'Dear Sir, 

This will acknowledge the receipt of your - 
letter of . We would not consider it a good' 
business proposition to grant you the sole agency for 
the sale of our stove in the fast province of - - , 
unless you were to agree to older a certain number of 
articles annually Tho agreement to carry some sort 
of provision that orders would be spiead over the year 
in order that they would not be bunched at any one 
period, but would be spread out in order that we 
might have a steady outflow from our plant 

How many stoves do you think you can dispose 
of during the coming month? On hearing from you 
On this point I shall reconsider youi application 

Otherwise, if you desire to work as ordinary 
agent I can offer you sn agenoy commission of 5 per cent 
and 2} per cent on cash payment on our scheduled! 
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wholesale rate The enclosed terms to agents will give 
you other informations 


Yours etc/ 


When a business firm, the manufacturer of obe stcve, 
offers agency to another business film who seeks by adver- 
tisement such agency, the following letter would he 
serviceable — 

'Dear Sir, 

We have seen your advertisement m youi local 
papei that you are open to entertain offer cf agency 
for a country-made stove We call your attention to 
our stove 

This is manufactured m this country by Indian 
capital, supervision and labour, and with such scrupu- 
lous care that eveiy part is subjected to severe test 
before being placed in the market Our dealers can 
sell this stove with the confidence of selling a right 
thing and his confidence has never yet been shaken 

We enclose herein a discount list to the trade 
for the various kinds of stove we manufacture We 
shall offer you an initiative lebate of 5 per cent over 
the usual discount and shall continue this rebate If the 
oiders from you sufficiently guarantee this 

We desire you to mention two Calcutta 
references 
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To the new party our term is cash on delivery 
but as our relation matures we can offer better teims. 


Yours efco 1 


After the appoint of agents and settling with them' 
the terms of business, the most important subjects of letters* 
should be those which are written with intention to educate 
the agent The foreseeing salesmanager has learned the 
effect of putting real personal interest and news value into* 
the agent's letters and in the following chapter we deal with 
such educative letters 
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EDUCATING THE AGENTS. 

The letters tn the agents with a new to educating them 
in promoting the sales, may be classified according to the- 
puipose these are intended for into the following grades ^ 
(1) Letters to prospective agents, (2) letters to create enthu- 
siasm, (3) letters to speed up sales, (4) letters of criticism 
and (5) letters introducing new merchandise Let us take 
them one by one 

The following paragraphs show how prospective agents 
should be educated in the matter of sales — 

‘Test, test, test reveals the triumphant merits of 
the Belief Stove That’s why it is sure to please and is 
self-selling There are lots of money for you right 
now in this proposition if you will carefully read the 
enclosed literature and write to us at once, fully and 
frankly, just how you feel about taking up the sale of 
the Belief Stove 

We are willing to co-operate in every way with 
the right kind of live, rustling, resourceful people w!u> 
can go out and pioduce, and we will later have a very 
interesting territorial proposition to offer, with general 
agency We want some one in your localiw who is, 
chokeful of energy and enthusiasm and we want him 
nght away He simply cannot help hut do a rattling- 
big business in Belief Stove 
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If you are that man, get busy to-day and let us hear 
from you, bettor get your letter off in to-night's mail * 
In wilting letters to create enthusiasm our readeis are 
.referred to the suggestion on that head in our pievious 
section Show him that there is big money awaiting him 


ability 

We give Below an example which demonstrates how 
an inspirational letter may be made to render wonderful 
ielp to the agent — 


your sales this season surpass al} former showings I 
am anxious to co-operate with you through eveiy 
business Go after it with head, heart and hand 
You have only to put a firm foot down on all 
hesitancy, lack of confidence, or fear —put everything 
and everybody aside and go to it earnestly, eageily 
and intensely, with eveiy moh of your manly resob o ’ 
Letters to speed up sales convey m view point 
'Something moie than those loi creating enthusiasm In 
•addition to the essentials needed for the above, the letter 


country You give their experiences and suggestions to 
those who need them most and above all sustain mteiest 
in them by indicating what prospects await them and bow 
others are faring in the line 


“He who has lost confidence can lose nothing 


moie— He who has found it can win everything 
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For it is not altogether the article you are selling 
— it is what you make o£ it It is the value you build 
in the prospect’s mind It is the picture you weave 
in his brain that makes him buy — whether it is a 
safety lock or something else woithwhilc 

And I know, too, that you have the enviable spirit 
of self-rivalry You want to do better m the coming 
year than you did in this You want to climb higher, 
reach out into broader fields, lay bigger plans for your 
sales during the coming twelve months You are 
handling the best aiticle m your line — anybody can 
buy am where — something that laughs at competition 
and challenges it to produce a superior 9 
Occasions also anse for the manufacturers and bubiness 
firm b to send letters of criticism to their agents and 
representatives The principle underlying the same must 
be constructive and not destructive The tone of the letter 
should by no means be provoking and discouraging The 
defects in their system of working should be pointed out 
while newer ones and profitable ones should be suggested 
in a most congenial manner You may also draw their 
attention to the points you want to impress upon them by 
writing to them what some oth*r agent is doin^ to improve 
liis methods and increase his sales 

Last of all, the agents are to be approached whenevet 
vou wont to introduce new merchandise in the maiket 
Enlighten them on the great possibilities of the articles 
and the strong selling points about them Such letteis 
•should contain all the chaiactenstic enjoyed for a sales 
letter m our previous chapters 
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LETTERS TO DEALERS. 

Retail dealers who are not actually agents sometimes 
require to be "braced up” and a friendly {moseage of 
encouragement to them in many ways is akin to the message 
to the agents. These letters to the dealers should be 
written with the view of introducing a new merchandise 
or of alluring dealers to put an article right in stock or 
of giving some new information about a line already in stock 
Such letter should give the dealer information about 



Ison as to how to present the article to the public Remem- 
ber that the customer wants to know the merits and value 
of the goods, while the dealer wants to know about their 
saleability and a letter to the dealer should contain both 
the topic 0 so that the dealer may be induced to stock and 
trained to educate the buyer 

We give below au excellent example of a letter of the 
"dealer help” variety — 

‘Dear Friend 

Demand is the thing t 

The enormous demand for our Tiger Brand 
products was built up not through persistent advertis- 
ing — but upon the solid rock of sterling quality 

Persistent advertising bas helped indeed, but 
the pure, unadulterated quality of the Tiger Brand 
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-goods has indelibly impressed itself upon the mind of 
Hxe users of the very best, everywhere 

The people know the real thing when they 
see it You cannot fool them 

Now when you handle the Tiger Brand 
products, and you should handle the full line, no other 
dealer m your town can compete with you because we 
will not sell the jobber, youi Tiger Brand profits are 
“therefore your own as long as' you handle them You 
are protected every day m the year against local com- 
petition 

This is the kind of the line you should carry. 

You really ought to wiite us about it at once. 

Tiger Brand dealers are the most liberally 
advertised of any in the country And all that benefit 
comes to you free 

Let us hear from you — not to-morrow — 
liut to-day 


Yours truly, ’ 
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CHAPTER L 


THE CREDITOR AND THE DEBTOR. 

Credit has come to stay as an important feature of 
modem business No business either of manufacturing, 
wholesale or retail kind <$n prosper without extensive 
credit system granted to it on certain definite or indefinite 
conditions Credit increases and strengthens the purchas- 
ing power of the customers where cash transactions would 
cripple demand for want of ample capital at the disposal 
of the purchasers Specially to stimulate larger sales the 
advantage of the credit system cannot be overestimated 
But however the dues and outstanding bills are to be coll- 
ected timely Herein comes the scope of collection letters. 

The main point to be observed in collection letters is 
the observance of sanctimonious punctuality Letters of 
demand should be sent as soon the amount falls due, other- 
wise, the debtor would understand that the creditor is not 
systematical in his transactions and not much pressed for 
money and can wait for a few days more possibly Dues 
are dues and loans are loans and there need not be any 
show of reasons why the dues are to be paid more than that 
these fall due by such and such date 

Below is given a typical example of a simple collection 
letter — 

‘Dear Sir, 

We did not hear from you relative to your 
account We know it is a small matter and in all 
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probability you have overlooked it among the many 
details of your busy days Won t you remember to fix 
it up to-day so that we maj close this balance in our 
books? 


We highly value your continued patronage and 
want to do everything m our power to pieserve our 
pleasant business relations Like every other business, 
ours iB sustained by the moral support of our customers. 

Won't you kindly make remittance to us to- 
day by cheque or cash? 


Cordially yours,’, 


Another point to be considered in this connection is that 
it is much easier to sell by letter than to collect the dues by 
letter post The wnting of the collection letters need special 
care and attention and require a clear-sighted analysis of 
the position between the creditor and debtor and a dear 
understanding of the terms between them The letters 
should first attempt to bring out a complete understanding 
of the obligations on Both sides Often delinquency in pay- 
ments may be traced to misunderstanding of the terms and 
tiie correspondent before he takes up the case should 
arm himself with all the facts and figures of the cose before 
he goes to explain the matter 


The tone of the letter should now form a matter 
for earnest consideration Much depends in this matter 
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upon tbe attitude of the debtor and the previous record of 
transactions made by him While sometimes a reminder 
will bring m payments, firm letters offering suitable teims 
for payment also often go m vain It is for this leason 
that correspondents generally divide the debtor into three 
•chief classes, vis , the reliable kind, the careless, slow-paying 
kind, and lastly the doubtful or dishonest kind Of course, 
it is hard to note at first into which of these categories 
a partioulai debtor may be classed and so it is always good 
to send for default in payment courteous reminder 
Approach should be made in a friendly and respectful tone 
that pLe-'upposes tunt the amount due perhaps escaped 
notice requesting that the money should be remitted as 
early as possible, and if this letter goes without response 
follow this up with a friendly letter that seems to talk the 
situation over with him There letters will suffice to gel 
payments or at least responses from the reliable kind of 
debtors who have fallen into arrears because of misunder- 
standing or change of financial affairs But these even 
may not arouse the susceptibility of the careless, slow- 
paying customers They need fiequenter follow-ups and 
bemg rather caieless and habitually out of funds do not 
care io pay up unless a constant dunning at their ears is 
kept up Pioposals of instalment system of payments and 
other like proposals suit them But these even may not 
be attiactive to those who are unwilling to pay The letters 
to them should be firm and renuisition tbe cause of non- 
payment and on no reply the notification should be made 
that if the payment, at least a part of it, be not made by 
such and such date the creditor will find no other alternative 
but to put the matter in the hands of the lawyer ^ 
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Hero is an example of a letter which breathes a firmer 
lone. — 


’Dear Sir. 

Every day we have been expecting a remit- 
tance from you Somehow we cannot believe you 
would intentionally let this little obligation go without 
payment 

You will agree we have been very patient 
about it and have refrained from unpleasant action, 
feeling sure you were the right hind of person and 
would pay. 

Surely you won't let us wait any longer. 
Kindly write your cheque for the amount and hand it 
ever to the bearer of this 

If you cannot possibly pay the full amount 
now, pay part, and your application for extension of 
time on the balance will be given our prompt considera- 
tion Write us at once, making partial remittance so 
we may know your intentions are good 

Kindly attend to tbis to-day suie 


Yours truly, 



CHAPTER IT 


FOLLOTH-UPS I H COLLECTIONS. 

Correspondents concerned with writing the collectioft 
letters will find the following hints for preparing a series 
of follow-ups very useful. The successive development 
from a eentle reminder to a formal notice of legal action 
is given for their guidance. 

As we have pointed out before, the first step in matters 
of outstanding bills is to send a f nendly notice of the delin- 
quent ^account, suggesting that the debtor has peihaps- 
forgotten of the amount due and giving indications that the 
creditoi anticipates full payment on delivery of the reminder 
The task is no doubt delicate especially when the debtor 
happens to be a customer of long standing and alwuys 
regular m his payments But still the task must be done 
with due courtesy and appreciation of the customer's patron- 
age In short, it should be a cordial invitation to begin 
with a clean slate again 

Here is an instance of a particularly cordial note ta 
delinquent patrons whose business is thought valuable 

'Dear Sir, 

In turning to our accounts we discover the- 
enclosed unpaid item under your name Moie than 
likely this little matter has entirely escaped your 
memory and we feel that in writing you Lbout it, our 
letter will be taken merely as a matter you wish us to- 
call to your attention 
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This firm has always valued your patronage 
most highly, and we feel it an honour to have your 
name on our books Kindly regaid this purely as a 
reminder and make a remittance to us at your earliest 
convenience 


Cordially yours, ’ 


When this has failed it should be followed up with a 
frank request for an explanation Write in a pleasant con- 
versational style that would not ofiend the debtor m any 
way and still it snould speak something more than an 
ordinary reminder Tell the customer that you did not 
hear from him relative to his account and that perhaps is due 
to overright or to prebBure of business of vaned land Make 
a personal appeal for payment or cause of delay But it 
should be like the first one distinguished for good will to 
the customer and a straight forward request for settlement 
The next step m the senes is the suggestion pioferring 
assistance Hold out some way so that the delinquent 
buyers may find some possible ways of clearing up their 
previous dues Financial embarrassment often retards 
payments and attendant difficulties disincline the customer 
-to wnte to the creditor foi loss of prestige and credit, ani 
it is these terms that they will close up with a sigh of 
relief Collection letters modelled in this fashion have 
brought about amicable settlements where harsh and angry 
letters have ndiculously failed A sympathetic and help- 
ing tone is the keynote of tbs kind of letter 

Even when this letter goes m viun, a direct appeal to his 
pride, justice and reason may prove successful This is as 
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if the climax to the senes Appeal mildly to his moral 
obligation to pay up the due, his honesty as a business man 
and his sense of honour and self respect as a man Sucli 
letter earnestly written, is very likely to have the desired 
effect Here is a typical letter * 

‘Dear 

You cannot say we have not been patient with 
you This ib our fourth letter regarding the enclosed 
unpaid account We feel thai, in all fairness, we are* 
entitled to some kind of reply and, if not a full at 
least a partial remittance of the enclosed account 

Surely you would not have us forward you our 
merchandise and cheerfully extend your credit — then 
neglect to pay us 

You do not wish to go down or record in 
business circles as a man who refuses to meet his just 
obligations It would instantly affect your credit stand- 
ing 

For your own sake, please don't neglect the* 
matter another moment, but close up this little account 
to-day 

We expect your sending a cheque or an M 0 
by to day's mail 


Yours very truly,’ 


The next item is direct statement of inevitable outcome 
of delay When the appeal to honesty, sense of justice, 
reason, etc proves ineffective this measure is to be taken 
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Tcuourse to But it should By no means take the form of 
■a threat Set forth what you m l end to do on further neglect 
•of the matter and make him see that the measure is un- 
pleasant to you and you take it with extreme reluctance 
The tone of writing should be earnest and firm. Here is an 
•example : 


'Dear Sir, 

We do not want to proceed against you for 
this amount, hut have exhausted all reasonable means 
of getting you to remit amicably As a final effort to 
settle in a friendly way we write again Of course, 
if you do not respond to this, we must proceed to collect 
otherwise We still hope you will do the square thing 
and trust we shall hear fiom you at once 

In a former letter we offered to accept part 
payment and time on balance We will still consider 
this if you cannot pay in full now. All we ask is an 
evidence of your willingness to pay, and will expect 
a remittance by retiun mail 


Yours truly,' 


The final one, if all these prove unavailing, is the formal 
notice of legal or other positive action In this subject 
also the creditor should also show fairness by saying he 
intends to bring in such and such action with re'uctancc 
tinless the payment according to the terms proposed be 
made by such and such date This procedure will fuilher 
strengthen your position inasmuch as you give the debtor 
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Ample tune to consider over the matter The pienous lefctei 
if unresponded should incline one to believe that the debtor 
accepts the debt ns he has not said anything to the contrary 
up till now Maintain a umfoim string of thi n kin g in the 
whole series and the tone quite firm and decisive The 
final letter may be put thus : — 

‘Dear Sir. 

We are again writing ahout the small account 
noted on the enclosed statement Since we have had 
no response to oui many lequests for payment, we take 
it for granted that the account is correct as rendeied 

Unless we hear fiom you by the 15th July, 
we shall be compelled to turn the account over to our 
attorney for legal action This we dislike to do, but 
we have given you every reasonable chance to remit 
It is therefore necessary we collect the amount at one e 
or proceed as stated 


Respectfully yours,' 



CHAPTER HI 


COLLECTION AGENCY. 

As collection of accounts is often a difficult pieco of 
business telling upon amioble trade relations between parties 
and as agenev for collection is not much of a recognised 
business m this country as in more advanced trading 
countries, we give below a senes of letters with a view that 
some one may find this collection of what may seem to be 
bad debts a suitable business for him In the following 
senes of four letters the fiist three have an amicable perso- 
nal tone that appeals to a man's sense of honour and pnde. 
The fourth is a demand for immediate payment beforo 
legal proceedings are instituted 

‘Dear Sir 

f A man is known by the company he keeps, by 
the fnends he makes, by the way he pays his bills j 
Surely you don’t want this small debt to dis- 
credit you in the eyes of the business world I Surely 
your pride and peace of mind will not permit it You 
have neglected the matter thoughtlessly Any man is 
liable to do that 1 

But now you have broken your word And- 
that’s something few self-respecting men can bring' 
themselves to do But you con “redeem yourself" 
Do it now ! 
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Attach your remittance right to this letter. 
We will understand and promptly send you full receipt 

Cordially jours/ 

Follow-Up No, 1. 


“Dear Sir 

Our clients are gentlemen So they want to 
treat jou accordingly Don't be ungrateful You 
surely leahze their good intentions 

They ask us to use every polite means to 
collect this claim befoie embanassing you Now, why 
not dispose of this small matter, so everybody con- 
cerned will be relieved 9 Send us immediately your 
cheque or postal order foi the amount 

We shall be glad to mail you prompt receipt 
and will immediately leport. your kind payment to our 
clients 

Anticipating your action by return mail, wo 

•are, 

Yours very truly f 

Follow-Up No. 2. 


"Dear Sir 

You guaid your good name in all other ways — 
why not protect your reputation by keeping your 
promise? Suiely vou don't want every one to know 
^ou would deliberately go back on a personal pledge 
like this 1 You really can't afford it 


13 
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But out leputataon as cottectoi s is also at stake 
if we do not collect So we must take quick and aggies- 
sive action against you unless you will attend to tlus 
small matter right away 

Dont let the thing lag any longer Get rid 
of it Pay it immediately . Get ofi your xemittance in 
the very next mail We will piomptly send you full 
receipt And everybody will be happy 

Yours verj trul}/ 
Follow-Up No 3. 


‘Dear Sir 

This ib to notify *ou that suit mil be brought 
on this account within ten days from above date, unless 
we receive your cheque or at least a poition of it before 
that time 

This is our final ivord to you We send it 
because, frankly we dislike the trouble of a law suit 
lust as much as you do However, if you fail to pay 
by return mail, we are though writing to you, our 
attorney will receive your account, with mshuctions 
to sue at once 

If you think our patience, our repeated letters, 
all mean we won’t sue you and are merely "bluffing", 
a real surprise is in store for you 

This notice is absolutely final It is simply 
izp to you 

Respectfully yours, ' 

The following group comprises eight letters which 
may he used bv collection agency from the time the account 



COLLECTION AGENCY 


195 


is placed with them until the transfer of claim to an 
attorney for prosecution The tone of the letters is peretn- 
tory and the debtor is reminded repeatedly that failure to 
remit at once will cause suit 

‘Dear Sir 

Mr , of has an 

unpaid account against you of Bs We have 

guaranteed to collect or prosecute this claim Avoid 
all unpleasantness by forwarding us cheque or postal 
order, on receipt of which we will letum bill dulv 
receipted 

No additional costs will be added to this 

m 

account if payment is made direct to this office by 
return mail Take advantage of this 

Yours truly,* 


Follow-Up No. 1. 


‘Dear Sir 

Recently we advised you that Mr 
• of . , had placed m our 

hands for collection an account against you amounting 
to 

We have had no response from you If there 
is any reason why this account should not be paid now, 
kindly advise us Otherwise we will expect a remit- 
tance by return mail 

Hoping to hear from you promptly we remain, 

Yours truly,’ 
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Follow-Up No. 2. 


‘Dear Sir* 

You have uot settled the above claim Your 
immediate attention is requested Neglect to pay an 
honest debt not only leads to trouble, loss of tune and 
money but also loss of reputation for fair dealing 

If you do not act immediately we must 
procure a judgment and collect by execution Don't 
think you need pay no attention to the matter We 
can require you to appear in obedience to a subpoena, 
and secure your attendance at the trial to testify as a 
witness 

• The law makes it cost more to beat a creditor 
out of an honest claim than to pay Make arrange- 
ment to pay at once Let us hear from you by return 
mail. 


Yours truly,’ 


Follow-Up No. 3. 


'Dear Sir. 

We have given you every opportunity to adjust 
the above daun without trouble or expense 

You are hereby notified that unless satisfactory 
arrangements for settlement are made with us within 
ten days we shall bring execution action without 
further notice The account is to-day being marked on 
our "Execution Calendar". 


Yours truly,’ 
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Follow-Up No. 9. 


'Dear bir- 

We should 1 egret to bring execution action 
against you, in view of what that would mean to you 
Before proceeding, we give you this final opportunity 
We can allow you to settle m partial payments, 
but must protect the rights of our clients Our usual 
course would be to secure a judgment This would add 
heavy cost and interest 

We enclose a note for the amount, with no 
costs added It provides for a payment of 
on . and . each month 

Betum it to us, properly signed, and all action will be 
stopped 

Yours truly,’ 


Follow-Up No. 8. 


'Dear Sir 

When our client extended credit to you it 
was thought you would keep your word We, too, 
u ere of the same opinion You deceived us both You 
are surely not dead of eveiy sense of uprightness 

Unless this letter brings a reply, drastic 
yneasures will be used at once If that happens, you 
must blame yourself We extended an opportunity 
which you ignored 

Either remit by return mail or sign and return 
the enclosed note 


Yours truly,’ 
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Follow-Up No. 6, 


‘Dear Sir 

Wo to-day instructed our attorney to bung 
execution action There will now be costs to 

be paid 

Unless you make arrangements for settle- 
ment before being served with summons and write of 
attachment, there will be further costs 

You ran avoid this by acting to-day 

Yours truly,’ 


Follow-Up No. 7. 


‘Dear Sir 

The National Collection Corporation has placed 
in my hands for Buit an account against you in favour 
of 

You have an opportunity to adjust this matter 
without payment of cost of a suit have yourself that 
annoyance Communicate with me without delay. 
This is the last notice 

Failing to hear from you promptly, the 
account will be Bent to my legal representative in your 
vicinity, with instructions to file suit immediately 

In answering, please mention Claim Number 


Yours truly,’ 



PART YIIL 


MERCANTILE and MAIL ORDER 
LETTERS and METHODS. 


MODEL LETTERS. 



MODEL LETTERS. 

In the following pages we give a wide collec- 
tion of letters from various sources— actual 
office files, authorltive books of Letter Writer, 
files of Master Writers, etc. These may serve 
as models to the beginners. Some of the 
following letters may not have exactly followed 
the system enunciated by the author of this 
book, yet they have been included as showing, 
letters which 1 have produced results. 
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OFFERING A COUNTRY PRODUCE FOR SALE. 

The following letter gives in simple details 
necessary terms for offering for sale a country 
produce— Cassia Fistula Fruits In this instance. 

Dear Sir 

We forward you by to day's mail samples of our Cassia 
Fistula Fruits in which, we undeistand, you are interested 
These we can consign to you m large quantities if you 
agree to sell them to the highest bidder at youi end We 
shall gladly pay a commission of five pei cent on the sale 
value of the stocks and bear all expenses ourselves 

We guarantee that the quality of oui goods would be 
exactly similar to, if not bettei than, the sample forwaided 
by this mail In view of this guarantee we require your 
financial assistance m the shape of advances against our 
consignments, and we agree to pay you six per cent mteiest 
on the amount of your advances from the date of advance 
to the date of realization of the sales together with all 
incidental out of pocket charges 

If you agree to these principles and to this mode of 
business, we assure you that the amount and extent of oui 
business will be nothing less than £5000 pounds steilingf 
- per annum We would lequire you to open a confirmed 
Banker's Letter of 'Credit for a nominal amount, say, of 
£250 pounds sterling, at the beginning, which could be 
extended and augmented if our goods are found satisfactory 
and easily saleable 

Please let us know the pnee at which we are to invoice 
these fruits C I F vour Port, and we agree to invoice* 
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our goods strictly on the basis of these prices We would 
be glad to draw 75 (seventy-five) per cent of such invoice 
value of oui goods, but if you object we will be satisfied 
even by drawing sixty per cent of such invoice value of 
the goods 

We trust our sample will appeal to you and you will 
agree to our mode of business Should this be so, we 
request you to immediately open a ciedit for the above- 
mentioned amount to enable us to commence business at 
once, as we have already huge stocks lying with us 

Expecting that our introduction will lead to perma- 
nent busmess connection and assuring you of oui best 
co-operation, 

We remain, 

Yours faithfully, 

OFFERING RAW GOODS WITH TERMS. 

The following letter gives sufficient detail as 
to term and condition for consignment of raw 
goods for sale in foreign market. 

Dear Sir 

Ref ei ring to your advertisement in the Indian Trade 
Journal of Calcutta, we have much pleasure to inform you 
that we deal very largely m some of your busmess lines, not 
only as shippers but as actual collectors and stockists, and 
«are m a position to send large consignments in a profitable 
market according to opportunities Being intimately con- 
nected with the sources of supply and origin we get these 
articles often very cheap and can thus undersell others 
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But for a large permanent business we suggest to you 
a general method You will please report to us regularly the 
prices for youi commodities ruling in your market We 
would be examining them and as soon as suitable oppor- 
tunities offer would be cabling to you firm offers In the 
meanwhile, if we have any odd stock lots we would be 
sending them on a consignment basis, but diawing 80 
(eighty) per cent of the value according to the prices ruling 
in your market 

There is one particular thing, viz Cassia seeds which 
we can legularly ship to you on consignment to be sold 
there locally to the highest bidders in addition to permanent 
contracts To do this you aie to open a standing Letter of 
Ciedifc in oui favour for 80 (eighty) per cent of the invoice 
value of the goods based on your market reports We 
shall draw at 90 d/s D A or D P as your Lettei of 
Ci edit stipulates and guarantees This finances us to a 
certain extent until the goods are sold, whereas you practi- 
cally get the opportunity of earning jour commission of 5 
(five) pei cent , which we agree to give you on the sale pnee 
without youi undertaking any risk whatsoever 

We can forwaid to you consignments also at times of 
Black and White Pepper, Gmgei, Mace, Nutmegs, Cai- 
damon, Cinnamon, Dned fruits, etc But for such large 
lmes as Rice, Dessicated Cocoanut, Ground Nuts, etc , you 
have always to make your own purchases If this proce- 
dure suits you we would request you to commence sending 
market reports to us regularly and open a confirmed 
Banker’s Credit for, say, £1,000 

Terms — As between principal to principal each side 
bearing its own telegraphic expenses 
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Telegrams — Offeis will lemain in fcace up to a week 
of the despatch of the Telegram during which time each 
party will remain bound down , but after that it will become 
optional Telegraphic offers stipulating time of leply not 
included m this category 

Insurance — In case of direct purchases, OIF offers 
will mean marine insurance and war nsk included at 10 
(ten) per cent above the invoice value Sweat and nsk of 
pilferage not included and extia, and will be covered at 
special lequest onlj Consignments are outside this lule 
and will be insured at consignee s nsk and option Con- 
signment goods will have policies payable m Calcutta and 
contracts will have policies payable at destination 

Accounts — Accounts will be adjusted every six 
months, i e , on the 30th June and 31st December But 
if anytime any side is overdue more than £100 sterling the 
defaulting party shall have to remit the same on request 
immediately 

Actual sale reports in case of consignments will have 
to be furnished without any difference to real facts and your 
books shall be open to inspection and examination Con- 
signments ire to be sold to the highest biddeis without 
any delay whatsoever and at the earliest opportunity 
Unless any fixed limits are given or stipulation made sales 
are not to be delayed, and in case of intentional and negli- 
gent failures the storing charges will be for your account 
Invoices ordinarily sent with documents in case of consign- 
ments will not denote limits unless separately confirmed, 
and goods may be sold for your account, at above or below 
these rates 

Arbitration — Arbitration will be effected in 
with each Bide nominating its lepresentative with an 
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umpire m case of non-agreement Lloyd s Survey Eeports 
accepted 

Weight — In case of consignments delivered weight 
if the buyeis so insist In all other cases shipment weights 
Invoice weights will be final, if accompamed with License 
Measurer’s weighment certificates m case of contracts 
Tiustmg that these terms will appeal to you and aw cit- 
ing your confirmation, 

We remain, 

Yours very truly, 


MANUFACTURER APPROACHING WHOLESALE 
BUYERS. 

The manufacturer in the following letter des- 
cribes himself how progressive he is and how 
connection with him will be profitable. 

Dear Sirs 

Owing vour esteemed address to a business-friend of 
mine, I take the liberty of sending you enclosed a price list 
with the confident hope that you also have demand lor my 
articles 

My connections are with only efficient houses, whose 
agency I have accepted, and my own manufactures enable 
me to quote you the lowest prices m the most up-to-date 
articles as well as in all kinds of the toy hue, household 
and agricultural articles, tools and optical goods and also 
leather wares 
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I should be pleased to heai that you will use the oppor- 
tunity to get into business relations with me as you buy 
at really favourable terms if you place your order with me 
in the above articles 

As I have always novelties coming in, you also will be 
In a position to oSei continuously the latest which will 
enable you to always serve your customeis with the latest 
striking novelties 

After placing a trial order, which please remit by cash 
m advance, I am convinced that I may count upon you 
as lasting customer, and remain, 

Yours faithfully, 


MANUFACTURER SEEKING REPRESENTATION/. 

In the following letter the writer who is a 
manufacturer of an interesting article seeks a 
representative in foreign country and guages 
his capacity. In doing this he gives an attrac- 
tive description of his manufacture and pro- 
position. 

Dear Sir 

We have noted with pleasuie that you are in the 
maiket for selling specialities which you can deal 
exclusively, to your profit without competition We gladly 
enclose herewith circulars descnbmg our specialities and 
we hope our selling proposition will concern you 

As we have no representative in your country, we are- 
glad to offer you an attractive proposition on our line. 
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Before giving you the exclusive sale, we ^sant jou to go 
ovei the circulars very carefully and determine what j ou can 
do mth our product in your country Just as soon as jou 
convince us that you will give us the lepiesentation that 
we feel entitled to, we will be very glad to give you an 
exclusive agency We could not very well give the 
exclusive sale without some guaiantee of volume of sales, 
and this, we do not think, you will be justified m giving us 
until jou have had an opportunity to see what you can 
do with oui goods 

The Positive Portable Tyie Yulcamzei now sell& for 
S5 00 The dealers price is S8 50, jobbers price $2 50 
We will quote you the extremely low price of 81 65, F 0 B 
New York City, terms 8 per cent discount for Cash-With- 
Older, or will make shipment sight-draft attached to Bill 
of Lading, payable at sea-port New Yoik 

On the Positive Rim-mover the list pnce is S3 50, 
dealeis pnce S2 50, jobbers pnce S2 00, and will make you 
a pnce of 81 80, F O 13 New York City Terms same as 
on the Yulcaruzer 

The circulars enclosed heiewith list the pie-war pnces 
These have been advanced owing to the increased cost of 
matenals and laboui Dunng the Wai, we were compelled 
to confine our manufacturing activities to the Government,, 
so we did not get out new circulais or sales literatuie 

Oui Yulcamzers have been extensively used in Ewope, 
as well as in our couutrj Every motor vehicle used on 
the fighting front by the American Forces contained the 
Positive Portable Steam Tyie Yuleamsei, and both our 
Yulcamzers and Run-movers have enjoyed an extensive sale 
in the United States and Canada foi the last six yeais They 
have been extensively advertised and there are a good many 
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hundred thousand in use, every one giving good results 
We know that you will also derive good results from these 
world-win selling specialities in your country 

If you desire to take a hold of our hne, we would like 
to have you place an order for a quantity of these so that 
you can begin active work In the meantime, we would 
like to have you establish your credit for future convenience 
We assure you of our co-operation in making youi 
account a profitable one for all concerned 

Tours very truly, 


WHOLESALER APPROACHING THE 
MANUFACTURER. 

The wholesale buyer is appealing to the 
manufacturer in the following for exclusive 
representation and describes his capaoity. 

Dear Sm 

Your advertisement in the attracted our attention 

and we are convinced that such an article as you describe in 
your notice will find a large market here if properly pushed 
May we, therefore, enquire whether you are prepared to con- 
sider representation m the country 

We shall he glad to receive your complete catalogue 
and price list and know best terms you can offer 

Regarding ourselves we may state for your information 
that being in the lme for over a decade and having agency 
-organisation all over the country, through whom we push 
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our other lines, we shall be able to put your product to 
most of the proper parties in this country 

We await your pioposition in your next with much 
interest 

Tours faithfully, 


FORWARDING AGENT APPROACHING IMPORTER. 

The forwarding agent in the following is 
offering his sendee to the Importer whose 
trouble he describes and suggests remedies. 

Gentlemen 

Just a few dajs ago I was talking uith a European 
importei whose troubles may be the same as your own 
He said, "I don't know what to do about getting goods 
fiom the United States'' 

Of course he knew that there were any number of large 
commission houses here, but he did not want to be one of 
several hundred customers He wanted more personal 
attention, such as he would get if he had a personal 
representative heie, but he did not want to go to the ex- 
pense of a representative for his exclusive use 

Neither did he want to attempt doing business direct 
with our manufacturers, because he did not know just 
which ones were in position to sell him what he wanted, 
especially at this time when so many manufactureis aro 
fully occupied with Government contracts, causing him to 
lose so much time m preliminary negotiations 
14 
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Have these been your troubles also? Wouldn’t you be 
glad to take advantage of a service that is different in that 
it is pei son al and gives you piefened attention? 

Realizing all you have had to contend with m impelling 
goods under present conditions we offer you the opportunity 
to become one of a strictly limited numb'ei of clients, if you 
aie willing to pay 3 per cent as a buying commission 
instead of the usual charge of 2j per cent 

This higher charge enables us to serve a few clients 
instead of a large number We boast of no large ‘ ’organiz- 
ation” having a department for this and a depaitment for 
that Nor do we boast that we aie specializing in just 
the product you want to import 

In serving a few cheats we can handle their purchases 
so much more satisfactorily as to make it more worth while 
to you as well as to us 

Why not give this service a trial on your next order 
— or on whatever you are m need of now? 

Very truly yours, 


BUYING AGENT DESCRIBING HIS CAPACITY. 

In the following the buying agent answers 
advertisement and describes the excellent 
service he can offer. 

Dear Sms* 

From your advertisement in the "Ubersee Post” I see 
that you are interested in the purchase of all kind of 
machinery 
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I would be in the position to submit you a suitable 
offer for the desired articles but fear that such a general 
offer would not be of the wanted service to you Should 
you be inclined, therefore, to enter into business relations 
with me, I would request you, so as to avoid unnecessary 
loss of time, to send me with your enquines 01 orders exact 
details of jour requirement, stating the c 1 f prices ruling 
in your city Should the German pnces leave a margin, 
I should then buy for you and in this way you would be 
Sjure of getting goods which are not in any case too dear 
for your market 

My excellent knowledge of the German industry, 
coupled with the fact that I am m touch with the most 
various works, enables me to determine the make most 
adapted for every need and to deliver on most favourable 
terms and within the shortest possible time Extensive is 
my acquamtance with the methods of production, the 
various styles of machines, tools, materials, workmanship, 
etc , such as are indispensable for the reliable discharge of 
your enquiries or orders 

As regards payment, it would be necessary that you 
deposit m irrevocable credit in my name with a Hamburg 
bank, from which payments would be made on presentation 
of the shipping documents Of course, I would listen to 
any fair proposal which you would submit me 

I should Be glad if you would consider my proposition, 
and awaiting the pleasure of an early reply, 

I" beg to remain, Dear Sirs, 
Yours faithfully, 
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FOREIGN AGENT OFFERING SPECIAL ADVANTAGE. 

In the following the foreign agent offers to 
combine small shipments into one thus to save 
expense. 

Gentlemen . 

We beg to offer you our services for any shipment you 
may have from the United States Kindly favour us with 
your inquiries in regard to freight rateB, and if you have at 
present some shipments to be executed, please give order 
to your factories to get in touch with us so that we may give 
them our instruction and execute the shipments in the 
quickest and cheapest way 

Should you have some small shipments going forward, 
we can combine them with the regular shipments we 
have to your country bo that you would have to pay the 
minimum per bill of lading Or, should you have shipments 
from different factories, we can get in touch with them m 
order to hurry the shipments and to forward them all 
together on the B&me bill of lading, thus decreasing the 
shipping expenses 

We also hold ourselves at your disposal for f urnishing 
you, fiee of charge, with catalogues and prices for any kind 
of goods you may be interested in, or with any information 
you may need 

As far as your payments to the factories or export 
houses, or any other business transactions are concerned, 
yon may kindly use our Banking Department 
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We assure you that a first trial order will convince you 
of the high-class service and organization we can offer you, 
and hrprng to receive a favourable reply, 

We remain, Gentlemen, 
Yours very truly, 


SEEKING REFERENCE. 

The mercantile agent sends circular to the 
trader seeking information regarding financial 
condition. 

Gentlemen 

In order that we may be m a position to reply fully 
and accurately to any inquiries regarding you, we suggest 
that you furnish us with a statement of your financial condi- 
tion, to facilitate this, we are enclosing herewith one of our 
regular forms Such data as you may be disposed to give 
us we will place on our records and any reference you may 
name we shall be pleased to consult and reflect m our 
report their impressions 

Thanking you for a reply at your earliest convenience, 
we are, 


Very truly yours 
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PRODUCE MERCHANT REPLYING TO ENQUIRY. 

A produce merchant replies to enquiry 
regarding market condition and offering 
exclusive business. 

Gextlemen : 

We acknowledge receipt of your communication of the 
19th ult , which will prove of unusual interest to us provid- 
ing you agree to confine yourselves exclusively to us m the 
United States and satisfactory arrangements can be made 
between us 

We are pleased to learn of your ability to quote us 
advantageously on Black and White Pepper, Mace, Nutmeg, 
Cardamom, Cinnamon, Dried Fruits, etc., but before we can 
entertain any offers, we will have to secure representative 
samples of all products and satisfactory local banking ond 
trade information legaidmg your responsibility, v&ich 
kindly submit without delay, otherwise it is usriess to 
continue negotiations 

We do not believe it will be practical for us to report 
to you regulaily the market conditions here, but suggest 
that, in view of your being situated in the primary market, 
you cable us frequently firm offers or indications, 
which will give us the opportunity of siring up the situation 
more intelligently 

We will not, undei any consideration, establish letter 
of credit in your favour until we are satisfied as to your 
standing, or finance you or your shipments to the extent 
of 80 per cent of invoice value, simply in consideration of 
5 per cent commission, but must insist upon securing full 
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advantage of any advance in price secured above your 
invoice, less actual cartage, storage or incidental charges, 
if any, pertaining to handling the merchandise 

We find your proposal for each party to bear the 
expense of their own cables satisfactory, as well as offers, 
which are to remain firm for one week from date of despatch 
(Sundays and holidays excepted), unless stipulated to the 
contrary 

We prefer all shipments, including consignments, to 
be made vid fast direct steamers and to be covered by all 
risks of insurance at your end, as we do not see why we- 
ehould assume this responsibility when we make advances 
against these, and when we do, policies must be payable to 
us m New York 

We will have to insist upon all accounts to be settled 
and payable monthly, excepting in cases of consignments, 
when they are to be settled when disposed of 

We do not believe, in view of what we have stated 
above regarding consignments, that it will be necessary for 
us to disclose our records but m all cases, we will make 
every effort to dispose of them piomptly at the best 
possible price, although we will be guided by your instruc- 
tion in this respect 

We find the usual procedure for arbitration is for each 
paifcy involved to select an arbitrator, but in the event of 
these two not agreeing, they in turn select an umpire, 
whose decision is final and binding, but fiu s applies to all 
disputes and* has no refeicuce Ito non-payment of any 
possible claims, which are payable promptly by you, whdn 
passed upon Bv the arbitrators, or will we accept Lloyd's 
Beports as final 
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We will be compelled to sell on delivered net weights 
in all cases of consignments but on dnect importations, 
net shippping weights to prevail, providing certified 
Weigher's Certificate accompanies all documents 

We suggest that you advise us promptly whether it 
is youi intention to quote us in Sterling or United States 
Currency, and whether we are to use the cable address 
and codes mentioned on your letter-head, in the exchange 
of cables between us 

We have as yet failed to receive any assurance from 
you regarding quality of merchandise, packing, maikmg, 
which kindly give your attention 

Yours very truly, 


PRODUCE MERCHANT CRITICISING MARKET, 

The following describes difficulties of 
development, and tells which articles are in 
lines and suggests other business. 

Dear Sirs 

Youi letter of May 4th uas duly leceived about two 
weeks ago and had received our most careful consideration. 

We thank you very much foi your kind offer to send 
us goods on consignment, but we are aware of a gieat deal 
of difficulties on the way of development of business rela- 
tions of Buch a nature, owing to the long distance separat- 
ing our markets 
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Besides, all products that you propose to send us on 
consignment t e , pepper, ginger, cardamom and cinnamon 
aie not in our hues, are needed but in approximately smalt 
quantities and supplied in abundance from Hambuig 

Cassia seeds have almost no maiket here, haring been 
superseded m the course of last years by other remedies 
of same effect 


It is almost impossible to sell anything here, if terms 
of payment are not the most convenient for buyers As a 
matter of fact, foodstuffs are sold lately only on document 
drafts payable through local Banks at sight or even a certain 
time after 


Taking in account all above stated, we do not venture 
to accept goods on consignment at present, but shall be 
open to reconsider this question in the futuie, when condi- 
tions improve here, as well as our relations with Indian 
Market are better established and experience as to ita 
peculiarities gamed 


If you are willing to sell on terms of payment prev ail * 
mg here, i e , against payment of bills of exchange diawn 
upon us at sight, we shall endeavour to pass you orders, 
on receipt of samples and youx prices cif Helsingfors 
ox any other Burnish port 


Bice, raw sugar and good tea may be sold here if prices, 
wexe not too high We could find market also for coco- 
pa m fibre, suitable for manufacturing mats 

We could offer foi export, if you were interested in 
thw aikcle from iqoo to 5000 cases (7200 boxes in case> 

2 , , 9U ? lty ( not mfenor to Swedish) matches , made m. 
Finland— Eng Sh 130/- pei ease e i f Hamburg 
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TTianlnng you for your land offer to co-operate with 
us, and Believing that in spite of some difficulties good 
results may ensue in the course of time, 

We beg to remain, Dear Sue, 
Yours faithfully, 


PRODUCE MERCHANTS SUGGESTING TERMS. 

The produoe merchant in the following 
expresses willingness to enter into business 
relations and quote his terms. 

Gentlemen: 

With further reference to the communication of our 
Executive Secretary of June 6th, we wish to state that we 
would be very much pleased to establish business relations 
with your esteemed house 

In order to successfully operate the importation of 
goods suggested by you, it would be necessary fest to 
■establish a quality of your goods in this market To this 
end, you would have to furnish us with a full set of samples, 
sufficiently large to make an analytical test of such 

As to the actual method of opeiation and effecting 
payment, we are sorry to state that the outline piesented 
By you does not meet with our approval, because it is 
contrary to the established policy of this country 

We would further like to pomt out to you, that we are 
diiect importers, hence, principals m each transaction 
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The method applied by us in other lines o£ similar 
nature is as follows the foreign merchant or producer 
offers us direct the goods at the price that he may wish 
to sell them to us, and if the price and other details meet 
with our requirements, we confirm and instruct to ship 
In each case you are to inform us as to whether the goods 
Are exactly as the samples submitted to us, together with 
information as to the form of packing, and other details 
that will enable us to handle the matter intelligently. 

It would be very much simpler, if you would quote 
<3 IF New York Should you, however, be unable to do 
so, you may quote us F A S steamer of your port, and 
inform us the specific details as to the net and gross 
weight, and other particulars that would facilitate us in 
figuring the cost price GIF New Yosk 

Method of Payment — On imports of other staple 
goods, we usually open bankers confirmed credits to 
cover 40 per cent of the value of the shipment, payable 
to shipper at port of shipment against documents, which 
•documents ore in turn surrendered to us at port of destina- 
tion against our trade acceptances up to 90 days. You 
are also to instruct the bankers to permit inspection of the 
goods before effecting payment 

Commissions — This question is eliminated, as a 
result of the fourth paragraph of this letter. 

Export — Taking this occasion, we wish to inform 
you, that we are Exclusive Selling Agents of a 
number of manufacturers of goods described in the enclosed 
list Thus, we are m a position to render just as good 
■service as any other organization and in some cases even 
more attractive 
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For your information, m order to assuie absolute 
success of this undertakmg, whether in exporter im- 
poit, or both, you would liaie to agree to do business with 
this country through no other house 

Should the outline as biought forward above meet 
with youi approval, we would appreciate it, if you would 
draw up an agreement m duplicate along the lrnes men- 
tioned, sign both copies, and mail them to us foi approval 
and counter-signature One copy with our signature will 
be returned to you upon ratification 

In closing this communication, we wish to assure you 
that we are well m a position to develop a profitable 
business, provided we can get the co-operation of the other 
party, and we leave it to you to give careful and prompt 
consideration to the matter 

Anxiously awaiting your further good news, we are. 

Tours very truly, 


PLEADING NO CATALOGUE. 

This letter while pleads no catalogue des- 
cribes the manufactures and seeks command 
of the customer. 

Gentlemen 

In prompt answer to your valued inquiry just received, 
we regret exceedingly that' we have been left without a 
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copy of our catalogue, and it ’will be some tune before tlie 

new ones come from the printers 

We are the pioneers and have since 1881 been the 
leading manufactuiers of machinery for Macaroni, "Vermi- 
celli and similar Alimentary Pastes in the United States 
and have many difierent sizes and types of presses, both 
screw and hydraulic, from the smallest to the largest in uso 
to-day with corresponding kneaders, mixers and other 
accessories 

If you will give us some idea as to the production 
you lequire, or the capital you intend to invest, we will 
be pleased to send you photograph and description of the 
machine adapted to your purpose together with quotations 
Awaiting your further commands, we lemain, 

Yours very truly, 


STATIONER SUPPLY SAMPLES. 

This letter with accompanying stationery 
samples describes the articles and offers valu- 
able assistance in marketing the merchandise. 

Gentlemen 

To-day we are permitted the particular privilege of 
sending to you, without charge, a full sample set each of 
the Large Blotters, Mailing Cards, Calendar Cards, and 
Calendar-Pads, as listed in the enclosed pnce list No 2 
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effective May 1st, 1920, which were requested of us in 
your valued letter of May 6th, 1920. 

By referring to this list, jou will quickly become 
acquainted with our prices, our terms and conditions ; also 
presented therein is a brief outline of the many excellences- 
of our export merchandise, to which we would call your 
special attention 

We enclose herewith a circular which presents a new 
senes of calendar pictures in various sizes; and we also 
have in preparation an attractive senes of calendar-backs 
in vanous sizes, for use with these pictures 

We also enclose herewith a presentation of our desire 
to establish an exclusive merchant distributor in your tern- 
tory on an outnght sale arrangement, as we do not wish 
to entertain any commission or consignment propositions 
You are privileged to sell our merchandise at such prices 
as you maj deem most advisable over and above 
the absolutely net prices we quote you herein 

We are prepared to offer such concerns as may decide 
to represent us, valuable assistance in the marketing of 
tins merchandise in their territories, the benefits of our 
40 years of manufacturing and merchandising experience, 
and every other facility possible to promote a business 
association that will prove most harmonious, profitable and 
satisfactory to our representatives and to ourselves — for 
what benefits one must benefit both. 

We trust that our presentation of this whole proposition 
may so strongly appeal to you that a selling connection will 
be seriously considered, and that you will communicate with 
us further with such an end in view, as we have not, as yet, 
appointed a representative in your territory, and as we 
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believe that your concern is especially well equipped to 
promote the introduction and sale of our merchandise there, 
providing all the conditions connected with the conclusion 
of a contract may be agreed up to the satisfaction of us 
both 


In this connection, landly advise about how much of 
this meichandise you would purchase at the time of the 
signing of a contract, also, how much annual business you 
could assure us thereafter 

Also, we would be pleased to learn if you have travel- 
lers covering your whole territory at frequent intervals 

In explanation of our teims we would advise that, as 
our merchandise does not run into large amounts of money, 
we feel that you will be willing to pay therefore in New 
Yoik, providing you have an established connection there; 
and we quote m American currency, as it would be im- 
possible for us otherwise to make any stable prices, owing* 
to the fluctuating rates of exchange now prevailing, also 
we quote fob steamer New York, as you must realize 
with us that ocean freight rates are unsettled, and we 
could not do ourselves or yourselves justice to quote prices- 
covering delivery at destination 

However, we guarantee to secure for you the lowest 
ocean freight rates possible at the time merchandise leaves 
this country 


Respectfully referring you to the National City Bank- 
La Lfc Y ? k ’ U 5 A ’ ■e 8 to our reliability and ability, 
Li l end u g ° 0riaI and 8inoere re g arda - we ere, Gentie- 
5,?^ ** offer of your references in the 

United States, which will be appreciated, 


Faithfully yours, 
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OFFERS NEW LINES. 

While apologizing for delay this letter men- 
tions the writer's specialities in other matters 
are sought for. 

Gentlemen . 

May we ask you to kindly pardon our apparent delay 
m replying to youi letter of August 27th, relative to 
Machinery? 

We have been considering thp exporting of machinery 
of all kind, but have decided that this is a class of 
meichandise which should strictly be handled by the expoit 
departments of machinery manufacturers or expoiting 
houses specializing strictly in machinery 

We aie specialists in the purchase of food products, 
-clothing, boots and shoes, and various merchandise, and 
do not feel that we could, at the moment, give you the 
pioper service in purchasing machinery for your account, 
and would suggest that you apply directly to the manulac- 
tuiers or to machinery exporters 

We thank you very much for your enquiry, and if, at 
any time, we may he of service to you m procuring mer- 
chandise of any other nature, we believe you will find our 
■sei vices satisfactory 


Very truly yours, 
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DESCRIBING NEW SPECIALITIES. 

This letter deolares the specialities the 
writer can supply and describes the good points. 

Gentlemen. 

We beg to acknowledge receipt of your favour under 
date of Aug 20th, and in reply theieto beg to state that 
the only commodity which we name and which you Btate 
there is a demand for in the Indian market, and which 
,we can successfully offer competitive prices on, is the oil 
pressing machinery , which we specialize in 

In order to quote prices on this equipment, it is neces- 
sary for us to know the kind of seed or bean to be expressed, 
the capacity of Beed or bean per given period of time, 
such as one, ten, twelve or twenty-four hours whether 
buyers want us to furnish steam engine and boiler for 
operating the plant, or should electric current he available, 
we must know the characteristics, namely the current, 
voltage, phase and cycle 

Due to the fact we have recently received a number 
of inquiries from India for hand-operated Hydraulic presses, 
we behove there is considerable busmess to be developed 
in that hue, and are therefore enclosing our Circular 100 
which fully describes two sizes of hand-operated basket 
presses 

, We will allow a discount of 80 per cent from list price 
for cash F A.S New York, properly Boxed for export 
shipment 

We will quote C I F price on any of the equipment 
'we specialize in, but of cornse must know ]ust what is 
wanted, to enable us to do tins 


15 
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Regarding terms of payment, the terms outlined id 
jour final paragraph would be satisfactory to us, provided 
we arc furnished with bank guarantee that payment will 
be made as per terms outlined, and such guarantee is accept- 
able to our bank 

For your information we wish to state we specialize 
in pumping machinery, oil mill equipment, filter presses, 
water turbines, feed-water heaters, etc 

We also enclose a circular descriptive of our Aims 
Trident, which is a useful little tool wherever general 
utility work is done We will allow you a discount of 16 
pei cent from list price FAS New York, boxed for export 

Awaiting your further advices with interest, we are. 

Very truly yours, 


CONSIGNMENT OF GOODS. 

This letter expresses favourable impression 
of a commcn friend's recommendation and 
willingness to enter into business npon con- 
signment basts. 

Gentlemen: 

We are m possession of your favour of the 3rd January, 
and also received a communication from our mutual 
friends, Messrs . . . , of your City, by the same mail. 

We are favourably impressed by our friends’ informa- 
tion concerning your firm, and are ready to enter into the 
business which you propose, as we have long been convinced 
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that a good tiade is to be done upon a consignment basis, 
provided a thoroughly reliable firm could be found willing to 
take up and push such a trade. 

Our difficulty has been to find a firm which wo 
consider suitable We have had many offers, but there 
always seemed to be too great a nsk involved, since we 
could not be assured that the consignments we might send 
would find a market and there appealed every probability 
that, after remaining in South America for some months, 
our goods would either be sold off at considerable loss or 
returned as unsaleable 

But our friends to whom we wrote specially upon the 
subject inform us that you have a good connection in the 
Hollow-Ware trade, and that you already import largely 
from this country, and acting entirely upon their advice 
we are sending you a consignment as a tiial 

The goods will be shipped per s s La Plata , sailing 
on the 13th msfc We enclose herewith Consignment Note r 
and Bill of Lading will follow by next mail 

We also send you with the consignment a number of 
our catalogues, and in our next letter will include full 
particulars as to discounts and terms both to importers 
and the retail trade 

If it will be any advantage to have the catalogues 
printed in Spanish we shall be willing to have same done. 

We think youi pioposals with regard to Account Sales, 
viz , to render same monthly, quite satisfactory, and we 
will draw at three months for the amount of such sales, 
which will be rendered with your commission deducted 
We are willing to allow you the extra 2} per cent for 
del credere t as we, of course, could not nsk anv losses 
through Bad debts 
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We will insure all goods, and pay freight, and our 
prices will be quoted free Buenos Aires. 

We will write more fully on the various points when 
sending you the prices, etc 

In regard to our productions, we would say that you 
can rely upon it that what our friends have claimed for us 
is perfectly warranted. We do a very large trade with 
other South American States, and our factory is one of the 
most important in this country In our own peculiar lines 
we take the lead, and a comparison of our goods with those 
of our competitors in your market will convince you of this. 

Anything in reason that we can do to assist you to 
create a demand for our product in your market shall be 
done, and trusting the present consignment will reach you 
safely, and lead to a mutually profitable connection 
between ub, 


We remain, Gentlemen, 

Tours very truly, 


OPENING SUGAR BUSINESS. 

Effecting direct sugar business Is Intended 
In the following letter which proposes and gives 
full terms. 

Bear Sms: 

Tour name has been handed over to us by the Neder- 
landshe Trading Society, our bankers, and as we are desirous 
of opening out direct connections in the sugar business, 
we take the liberty to approach you 
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So long we had limi ted our activities in the sugar trade 
in the country only, and had been dealing largely in sugar 
through the principal sugar importing -houses who had 
already long connections with your country But from now 
in the hope of extending our business we intend importing 
directly also 

As to our references, we quote you to the Nederlandshe 
Trading Society, which is the best bank for doing Java 
sugar business and who are oui bankers also, and we have 
already asked them here to report their Java houses ac- 
cordingly, and that you will get satisfactory and reliable in- 
formation about ourselves We have taken recourse to this 
procedure to expedite business as the season for Java Sugar 
has already approached 

Terms and Conditions — We would like it to be as 
between Principal to Principal, each ride paying its own 
telegraphic and other incidental expenses and acting on its 
own responsibilty 

Purchases — W e would be at liberty to buy either C I F 
or also FOB from you In case of C I F purchases it will 
mean insurance including war risk to he covered by you at 
ten per cent over the invoice value including freight In 
case of F 0 B purchases the coBt of insurance until the 
goods are shipped within a stipulated time, will be for your 
account, and you will be bound to have the goods insured 
until they are shipped at ten per cent over the purchase 
value 

Quality Guarantee —White would mean white Java 
augor, TMO or similar marks, No 25 upwards Dutch 
Standard Brown to understand brown Java sugar No 16 
to 19 average 17, like as is Slipped to . . . (here 

state Calcutta, Karachi or Madras) in day, sound and market. 
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able condition Any difference in quality or any other 
disputes with respect to anything to be settled by arbitration 
in Calcutta Lloyds’ Survey Beports always to be accepted. 

Packing — To be in strong, fresh A Twill bags of 
2£lb containing approximately 2 cwts eaoh nett as is 
customary Please arrange to send a sworn weighment 
certificate with each shipment as we have to guarantee the 
invoice weights to our buyers 

Telegrams and Telegraphic Offers — Should be in 
foice for at least three days from the despatch of same, 
unless otherwise specified in the telegram, t e , you will 
be bound to accept and confirm such telegrams if it reach 
you within three days from the date of despatch 

Shipments — As shipping documents sometimes arrive 
later than Bteamer carrying the goods, it is advisable to 
cable each shipment by telegram As also it gives us time 
to predispose the sugar before its arrival’ if not already sold 
and similar concession to our buyers 

Bill of Lading date will be the conclusive proof of ship- 
ment time Monthly delivery contracts will be liable to 
cancellation at the option of the buyer if not shipped within 
the stipulated time Such option is to be exercised within 
a week of the expiry of the date of delivery by the buyer 
The sellers will also be liable to damages in the case of non- 
shipment of goods in time Gases of Force Majuere 
excepted. 

Insurance — Insurance including war risk to be cover- 
ed by you for ten per cent over the invoice value including 
Free Policies to be made payable at Calcutta and to cover 
fire risk for 15 days at the docks while awaiting delivery 
with the other usual clauses 
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Prices — Prices may be either in sterling or in guilders. 
When m guilders it will be per picul FOB and when 
in sterling it will mean per cwt C I F Therefore C I F. 
offers will always mean by sterling quotations, whereas 
while quoting in guilders it will mean free-on-board, if 
otherwise, it has to be mentioned in the offer 

Arbitration — Will be effected in Calcutta (or state 
your own port) Each side will elect its own representative 
from amongst impartial and respectable merchants They 
will have powei to appomt an umpire m case of disagree- 
ments Or the arbitration may he hdd at the local 
Chamber of Commerce The decision at this arbitration 
is to be final and binding on both the parlies The losing 
party to Gear all costs or as per decision of the arbitrator, 
if otherwise. 

Finance— By confirmed bankers' letter of credit to 
be furnished by the buyer at the time of shipment or at 
the time of purchase, if so desired mostly through the . 

. . (here name your own bankers) 

Usance — By 60 days* sight D /P drafts (or in the case 
of ordinary parties write 80 days ) or by 60 days* sight drafts 
m the case of guilders 

We shall be obliged if you kindly give us your views 
m exchange and in case our terms, which are the usual ones, 
fire acceptable to you, you may telegraph us offers which 
will have our best attention 

Trusting that our introduction will lead to business, 

We remain, 

Yours faithfully, 
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PRINTERS SEEKING BUSINESS. 

The following is a circular issued oat by a 
German Printing house giving description of 
Us capacity. 

Gentlemen 

We herewith beg to offer our services for the execution 
of printing work of every description, in any quantity and 
in every language of the civilised world 

Our establishment dates from 1871, has 100 printing 
machines m operation, and employs over 1000 workmen. 
We are fully equipped to execute book-printing, litho- 
graphic, offset and intaglio printing of every degree of 
quahty We have our own studios for artistic sketching, 
and chemigraphical and book-binding shops 

We have permanent contracts for the printing of 47 
newspapers and trade journals, with and without illustra- 
tions We execute the printing of all kindB of catalogues 
from the plainest to the most elaborate, school-books, 
pamphlets, posters, picture postcards, and large editions of 
coloured pictuies We have, up to the present, been 
entrusted with the printing of over 20 milliards of bank- 
notes for the German Reichsbank 

Our foreign department has now under the press large 
contracts for school books, novels, catalogues, etc , for 
Sweden, Denmark, Lithuania, Ukraine, Switzerland, Italy, 
Holland and other countries, and since the summer of 1918 
we have exported over 8,000,000 copies of books in foreign 
languages 

If you require printed matter of any land (catalogues, 
price-lists, books, periodicals, etc ) and will inform us as to 
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the nature of the work, its form, subject matter, illustra- 
tion, binding, paper required, and extent of edition, etc , we 
shall be pleased to submit estimates with the utmost 
despatch and free of charge 

By timely purchases and the making of favourable 
contracts for current delivery extensive stocks of paper 
have been secured so that quick execution and delivery of 
large editions can be guaranteed 

Original M.S should be typewritten In the case of 
reprints of existing editions a copy of these should be sub- 
mitted We are in a position to correspond in any language. 

All estimates are made on the lowest standard prices* 
and execution of orders guaranteed at fixed dates 

Our references* — 

Messrs Hardy & Co., GmbH, Berlin 
The Deutsche Bank, Berlin 
The Dresdner Bank, Berlin 
The Disconto-Gesdlschaft, Berlin 
The National Bank, Berlin 

Trusting to be favoured with your esteemed orders and 
assuring you of our best attention at all times, 


We are, Gentlemen, 
Yours faithfully. 
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PHARMACIST SENDING OUT CIRCULAR. 

The attractive opening and carefully brief 
description of the selling article in the follow* 
ing wffl serve as a gofde to many beginners. 

Gentlemen: 

Just because the enclosed circulars are in printed form, 
there is no reason why they should not be read as carefully 
as you would desire your own advertising matter read by 
their recipients before reaching the waste basket Taking 
it for granted that you will do us this courtesy, we are 
confident that you will become interested in four important 
business-building lines, each the best product of its kind 
on our market to-day. 

Dr Sheffield’s Dentbifice is made by oue 
of the oldest tooth paste houses in the United States, 
established m 1850 and nationally known Is only 
furnished in laxge size tube, but makers also offer their 
Special Label Tooth Paste m small ,and large 
sizes Study this line particularly as it will surely prove 
to be a profitable oue to you The consumer will welcome 
inost enthusiastically Kellogg’s Tasteless Castor 
Oil, for we all know how distasteful and nauseating a 
dose of the old-fashioned oil is Our Spring Water, 
nature's remedy, has for many years been highly recom- 
mended by leading physicians of the world for kidney and 
bladder troubles and also other aliments 

Price List is enclosed Export Discount is 50 per cent, 
on all quotations excepting our Spring Water winch are net. 
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Do not delay in writing us for further information 
Samples will be cheerfully furnished with our compliments 

Very truly yours, 


SEEKING SPECIAL STUDENTS. 

The following is a circular by a School of 
Correspondence inducing 'students to get 
special promotion-getting training. 

Dear Sir- 

What land of man does your bos* promote? If you 
don’t know, find out— keep your eyes and ears open — ask 
questions when you get a chance Make it your business 
to know why men are hired or fired — and how you can 
get ahead 

Just now your boss is busy taking stock— figuring up 
profit and loss for 1924 — laying plans for 1925 — getting 
ready to make this tbe best year he ever had He is going 
over your record — your failures and successes — your 
interest or lack of it — your ability to handle new situations 
— your progress during the past — your prospects for the 
year to come 

Can you do better than to follow Ins example? — to 
take stock of your lecord, your prospects7 Your emplover 
studies how to increase his producing ability — correct his 
mistakes— make things come his way Prepare for oppor- 
tunity in advance— then you can Bpend your time and 
energy in "making good" when opportunity comes 
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When your employer wants specific 'information— he 
sends a man to dig it out for him He hasn't time to go 
himself— nor, perhaps the ability to get at the facts— hut 
he will pay well for the information Our text bools present 
the experience and investigations of experts— they enable 
you to get at valuable foots — to do the special work which j 
brings special pay. 

Home study— during your spare time— will put the 
cutting edge on your training This certificate— used with- 
in thirty days — entitles you to a complete and practical 
library, free of cost If you wish, pay $8 00 a month — 
at the $5 00 a month rate Make yourself the kind of .« 
man that your boss will promote 1 

Very truly yours, 


WEEKLY PAPER SEEKING ADVERTISEMENT, 

The following Is a letter showing effective 
use of slang in inviting advertisers to use the 
medium. 

Gentlemen- 

Looking for quick returns and profitable ones? 

Sure I 

Then you’ll be glad to know the absolute truth about 
these two splendid weeklies 
They are top-notchers 

They are uniformly good in bringing replies at a price 
the advertiser can well afford to pay 
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Some advertisers ubs them both every week Others 
find big copy once s month more profitable 

Nearly every one who uses them however is satisfied 
Better join this bunch of satisfied ones 
Better— far belter— use them now than to put the 
matter off even a week or two 
How about you? 


Tours very truly, 


CIGAR MANUFACTURER SEEKING CUSTOMERS. 

The following shows a style of oorespond- 
once that is brisk yet dignified in whloh the 
oigar manufacturer induces curiosity In the 
smoker. 


Dbab Sm 


A new delight awaits you 

Have you ever smoked a real Fresh Havana Cigar? 


It is far better than the dry, crisp veteran of the show- 
case, which you buy from the retailer. 


In buying direct from our factory, you get a cigar which 
has been made only a few days, retaining all of its natural 
flavour and aroma, and you save all middlemen's profits. 
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Robert’s Havana Cigars are hand-made, by Cubans- 
from the best grade of Havana tobacoo — our own 
importation I 

These Cubans know how to make a Havana cigar so 
that it smokes free, smooth, and even— bringing out the 
full, nch aioma 

We want to send you 100 Robert’s Havana Cigars, 
express piepaid, with the understanding that if, after 
smoking ten, you are not pleased with them, you may return 
the remaining ninety at our expense 

Isn’t that a fair proposition? You can’t lose anything, 
while we stand to lose the express both ways, and the ten 
cigais which you smoke 

Don’t send any money, but give us a chance to prove 
every statement we have made — at our own expense i 

Fill out the enclosed blank for fifty of each size and 
mail it to us 

To-day right now/ 


Very truly yours r 
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TRADE-INCREASING LETTER TO CUSTOMERS. 

Here the head of the concern comes right 
ont frankly and asks the customer why he 
doesn’t do more trading with this firm* The 
letter is a good example of how straight-for- 
wardness may be used and yet not overdone. 

Dear Sm 

I’ve often wondered why you’ve only favoured us semi- 
occasionally with an order Thought I’d frankly wnte you 
to-day and find out 

Of course, I deeply appreciate every rupee’s worth you 
ever bought here It’s simple human nature for a fellow 
to want all the business he can get 

You have doubtless found our merchandise and service 
satisfactory Isn't that so? I ask this for a very special 
reason If everything isn’t right — if there is even the slight- 
est cause for dissatisfaction on your part — I will consider 
it a great personal favour if you will promptly let me 
know just what it is 

And above all things, don’t overlook our double dis- 
count of 5 per cent additional if the cash cometh also 

It’s a money-saving thought It’B a thing to act on 
whenever you haVe a need in our line Won’t you bear it 
m mind? 


Cordially yours,. 
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BUYING DIRECT IS A BETTER HABIT. 

Another of the series of letter to phystolans 
offering big savings, better service and fresher 
goods by dealing direct with this pharmaceuti- 
cal order house. 

Pot the Middleman's money in youb own docket 1 
Dbar Doctor. 

Why beep on giving money to the middleman? The 
pharmaceutical wholesaler and jobber have cheerfully 
«ashed in on you these many years Why not have done 
With them here and now? We’re going to help you do it 

We manufacture everything you need Right in our 
own factory By Belling you direct, we save you 25 per 
**ent to 40 per cent Also 5 per cent, minimum on orders 
sent by mail And we pay freight on Rs. 15 or over. This 
means 5 per cent more 

Yesterday died last night We change our habits 
We take on better ones Buying direct of the makers is a 
better habit for you Less cost, less trouble— more satis* 
faction And you get better, newer, fresher goods 

Quit getting your supplies the old way You’ve found 
n new and better one 

Start it nowl 


Sincerely yours, 
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REMEDY FOR LIVER, STOMACH AND 
BOWEL TROUBLES. 

Here the reader Is promised ready relief 
through a pleasant, pore, wholesome vegetable 
compound. This letter creates badness for 
the dealer. 

Dear Friend 

We call you “friend” You know a great philosopher 
said “To have friends, you must be one" So, we’ll piove 
we can be your friend 

You need not suffer with liver, stomach, or bowel 
trouble a day longer It’s absolutely unnecessary It’s 
inexcusable 

Neither need you take violent drugs Drugs that 
rend your system Drugs that do you more harm than 
good There’s an casiei, better, simplei, surer way 

A deliciously flavored, pleasant, puie and absolutely 
wholesome vegetable compound for your trouble, is our 
friendship’s offering to you to-day This safe, sane and 
effective remedy is Laha's Liver Tonic Its work seems 
almost magical 

Your indigestion or biliousness or constipation or loss 
of appetite, or dull, sluggish, tired feelings, will be 
absolutely forgotten Laha’s Tonic is also taken to prevent 
malaria, jaundice, typhoid and everything brought on by 
stagnant liver, stomach and bowels 

You were bom healthy You’ve a right to be healthv 
You can be! Laha's Tonic works with nature Nature 

Jfl 
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sometimes needs a boost when you’ve unknowingly blocked 
it 

A rupee bottle of Laha's Tome starts you on the road 
to a happy change That old-time zest in life, that keen 
appetite, that bouyant, bounding energy and sound, sweet 
sleep at night will soon be yours once more You won’t 
let a rupee stand between you and all this — certainly not I 
The Central Drug Store has a package ready for you 
Go and get it now Don't wait, don’t suffer, don’t keep 
on taking the wrong stuff — the road to rosy health lies 
before you 

Yours for quick results, 


ADJUSTABLE BED REST FOR INJURED. 

Here is a thirty-day free tM offer as a 
sincere inducement for trial of a huma ni ta rian 
device to be used in painful accident oases. 

Investigate — bv all means 

Dear Doctor 

Knowing it will quickly commend itself to you as a 
positive blessing to patient, physician and nurse alike, we 
are very anxious to despatch you our Sick Bed Rest for 
immediate trial. 

Readily adjustable to any bed, it is the most ingenious 
of latter-day sick room devices 

You’d find its uses and benefits surprisingly many. 
It saves the patient, saves the nurse, saves the doctor. 

"Whether for chronic invalid or accident patient, the 
Sick Bed Rest does away with a world of suffering, incon- 
venience, trouble and time-loss 
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Its humamtaiian phases, m addition to its wonderful 
utility, flexibility, adaptability in handling the most rerious 
cases, we are sure, would stiongly appeal to you 

The Bed Rest is lightly named It brings to the sick 
100m a helpful, restful, soothing influence, greatly leiucing 
nervous stiam on the patient and minimizing the work of 
the physician and nurse 

Test it thirty days at our nsk, then letuin it at our 
expense if not supiemely satisfactory 

Just send the enclosed card to-day It doesn't obligate 
you in the least We aie only too glad to demolish ate 
thoroughly No harm done if you don’t keep it 1 

Slay we hope you mail the card at once? 

, Toms very truly. 


FOLLOW-UP LETTER ON THE BED REST. 

This device is a relief to the patient, a credit 
to the dootor, a help to the nurse. The thirty- 
day return privilege puts the proof up to the 
article itself. 

De\r Doctor 

We’ve brought down to a simple, painless science thd 
handlmg of fractures of evmy kind, the moving of paraly- 
tics and helpless patients generally That’s why the Sick 
Bed Rest materially lessens your anxiety over the progress 
of that character 
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This new appliance, Besides handling and lifting 
patients without the least discomfort, makes changing of 
bedding, or the use of bed-pan, a quick, non-troublesome 
operation both for the nurse and her charge 

The Sick Bed Rest has the warm, willing endorsement 
of eveiy physician, patient and nurse, wherever used All 
are highly enthusiastic over its smooth operation and the 
grateful ease it affords the patients 

No slipping, no jolting, no shocks — absolutely painless 
lifting and lowering, with the individual scarcely realizing 
he being moved The Bed Rest is quickly adjustable to 
any bed rail by a patent clamp and easily adapted to any 
width or length of bed 

It ib a relief to the patient, a credit to the doctor, a 
help to the nurse 

Stiictly at our own usk we want you to try it 

The card enclosed entitles you to our oSei of thirty- 
day return privilege 

Eindly mail it to us to-night, so that we may ship 
without delay. We are positive you will be strongly in 
f avcur of the appliance within twenty-four hours after its 
being put to use 

Feeling that you will find it wise— to avail yourself of 
our offer in to-night's mail, we are, 


Yours very truly 
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A TYRE LETTER ANNOUNCING NEW LINE* 

This dealer offers a special discount on 
standard make to introduce his goods. It is a 
letter that tells the foots, yet uses words 
sparingly. 

Dear Sir 

Good news 1 

We have just taken over the wholesale and retail 
agency for the Mars Warranted Tyre We piopose to make 
a big showing in the introduction of them There is but 
one way to this— and, 

More good news I 

We will offer a liberal price reduction for two weeks 
on this high quality tyie, so that motorists will be interested 
in giving it a trial immediately 

Eveiy puicha6er of thi6 tyre gets a written guarantee 
of 6,000 miles It has many solid qualities of endurance 
that substantiate every test given it by motorists Combed 
sea island fabrics of highest grade go into the Mais carcass 
Only the best, pure, new live lubber is used in the tiead 
"Skilled workmen make the Mars Tyre By hand It is 
vulcanized slowly Rigidly inspected, thoroughly tested 

To induce you to txy this tyie at once, our offer is as 
follows 

We will allow you a 20 per cent discount 
on all Mars Tyres bought before May 10th. 

We hope you wiD promptly take advantage of this 
unusual offer Rarely, if ever, is a tvie of Mars quality 
offered at so liberal a discount 
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Tlus tyre will prove a big money saver for you. 
Better get in your order light now — this big discount is 
positively off on May 10th 

Yours very truly, 


OFFERING A DISCOUNT AND FREE TRIAL. 

A good mail salesman is careful to show he 
understands what his prospeot particularly 
wants. By this method the writer wins sym- 
pathetic attention. The special offer and per- 
sonal tone in this letter are spurs to immediate 
action. 

Mr Dear Doctor 

Will you kindly fill out and send me peisonally, the 
enclosed mailing card, after selecting the style of self-filling 
fountain pen you like? You aie making no puichase and in 
no way obligating yourself You are simply invited by me 
to try this paiagon of perfection m fountain pens I am 
anxious to have you do so whethei you need a pen or not 

If it isn't positively the most satisfactoiy, convenient, 
clearly and constantly ready -to-write fountain pen you 
ever used, you can return it without comment If after 
ten-day’s use, it endears itself to you, I ahnll inde ed he glad 
to have you keep it, deducting a discount of 25 per cent- 
from the enclosed illustrated list, and 1 emit ting the low 
net price 
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I lepeat that xa mailing this card to-day, you are mak- 
ing no purchase and in no way obligating yourself I am 
quite suie, however, that you will not be willing to part 
with this remarkable fountain pen after you have tried it 
Of all those you have seen advertised or tried, the Criterion 
is positively the last word in successful fountain pens 
It is really cured of all the bad habits of other kinds 
It wntes the moment it touches the paper— no down- 
ward jerk or get-ready motion is necessary. It is temper- 
proof No other self -filling pen can be filled or cleaned with 
the peifect ease, swiftness and safety from ink-soiled fingers, 
desk 01 clothes Cleaning the Criterion simply consists of 
the same instantaneous operation as filling, only you use 
water 

I feel, Doctor, that one of these pens will he a source 
of constant, genuine satisfaction to you, and would ask that 
in filling out this card you state whether you prefer a fine, 
medium , or coarse pen-point After you find it an absolute 
inno\ ation in non-troublesome fountain peas, I am going 
to ask you to accept with our compliments, in addition to 
the 25 per cent discount, a dip-dap pocket retainer to be 
attached to the pen, which is a very useful little safety 
device 

So many members of the medical profession are noyf 
using Criterion because of their freedom from fountain-pen 
faults, that I am almost positive you will be just as highly 
gratified and thoroughly enthusiastic after a few days’ trial 
May I hope, Doctor, {Eat you will make a selection 
and mail us this card to-day? 


Sincerely yours, 
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PROVING THAT A GOOD AUDIT 18 
A VALUABLE ASSET. 

Here the value of an audit is veil expounded 
The idea of its effect upon the firm’s standing 
and general oredit is one that will strike deep 
with the thoughtful business man. It is a vital 
point, well included In any accounting letter. 

Dear Sib: 

A good audit is eloquent evidence of your firm's growth. 
It speaks of your progressive spirit, your modernism It 
meanB you are down-to-now in thought and action It has 
a good effect upon everyone with whom you deal Banks 
and business houses promptly conclude that you are suc- 
cessful and proud of the condition of your business They 
like to deal with a firm like this— they extend credit gene- 
rously and gladly 

In addition to the above advantages, a good audit also 
gives you better and bigger ideas about the possibilities of 
your business Furbhermoie, it puts you on your guard 
against mistakes of the past 

Our auditing service differs from the ordinary — we 
have a specialist foi every branch of this work He knows 
that one branch well He does nothing else When we 
undertake your work, this group of specialists concentrates 
on your Accounting system, thoroughly analyzes it, and 
brings to bear all of its expert knowledge 

Your tax problems alone, properly analyzed, will mean 
a much bigger saving than you thought possible Our 
attorney has had long and valued experience in this parti- 
cular work, and you get the full advantage of his services 
without additional charge 
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It does not obligate you to Have one of our lepresent- 
atives’ call His suggestions may prove the desirability of 
having an audit made or a new Accounting system installed 
"Write us to-day, stating just when you want to see him 
Your letter will be productive of many Benefits— and they 
win be immediate 

Yours very truly, 


APPLYING FOR A POSITION AS SALESMAN. 


Here is a straight-out, manly talk that proves 
the applicant has a knowledge of the oorreot 
principles of salesmanship. Confidence Is a 
salesman’s highest asset. 

Dear Sib* 


Will you let me come to your office and sell myself to 
you, thereby proving I can sell your merchandise’ 

I have just read your advertisement It is just the 
opportunity I’ve been looking for 

Have had ample experience selling a line similar to 
vours, and can bring letters that will show a dean and sue- 
eessful sales record 

You want a man who knows the goods and the trade 
*“7“* . pioduour, wio b» .mbit™, 


I can measure up 
When can I call? 


Yours respectfully, 
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COLLECTOR ASSERTS HIS ABILITY TO 
GET RESULTS. 

This is a letter that breathes energy and ac- 
tivity. If the reader has had previous disagree- 
able experiences with collectors, he is urged to 
hold himself open to conviction and give the 
writer an opportunity to prove his ability. 

Pound I A Collector Who Can I 

Dear Sir 

I can collect every rupee due you Every rupee! 

This ib a broad statement But I’m heie to prove it 
at my own risk 

No matter whether you or somebody else failed to get 
it; nor how skeptical you are about collectors, nor how 
dubious of the writer’s abibty— yet the fact remains that 
you’ve found the collector who can — 

Who can get your money for you 

Let’s not waste tune corresponding Action beats 
utterance 

Pill out the enclosed claim blank nght away and send 
it m Put ub to test at once Make us prove, at our own 
risk — not yours 

President Wilson said “No man’s too great to change 
his mind— m fact, he proves his greatness when he does 
change his mind ” If you've had an unfavourable experi- 
ence with collection agencies and thought they were all 
alike, change your mmd nght now, and be open to 
conviction 

Act immediately 


Yours for surpnsmg results, 
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ARGUING VALUE OP ADVERTISING SERVICE- 

Not the price but what the literature accom- 
plishes is to be considered, the rmtei urges. 

To make bis ideas more saleable, additional 
suggestions are offered. 

Dear Mr Harmon 

This answeis youi good letter of the twentieth 

With advertising literature, it’s not what jou pay, it's 
what you get foi what you pay 

“You nevei paid such prices for letters ” That’s a 
pretty good sign you’ve a genuine suipnse in store for you 
as to what a letter can do 1 

Youi mailing campaign most likely needs a new ana- 
lysis, so that the most attractive and forceful plan may be 
put into effect at once 

All this \ou uould find in the letter compositions ue 
propose to furnish You’d get back your initial expendi- 
ture a thousandfold 

Furthermore, after you send us the details, we’ll pio- 
bably have suggestions about your stationery and printed 
matter which alone will Be worth the price We make no 
extra charge for this 

Outside of the mere fee involved, I should be most 
happy to help you get better returns on every rupee j ou 
spend for printing and postage 


Faithfully yours, 
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SOLICITING AN ORDER TO WRITE 
BUSINESS LETTERS. 

A daring argument advanced in an unusual 
manner, but commanding attention because it 
is direct and brief. Tbe reader's attention is 
cleverly called to an enolosed oirouiar. He is 
urged to employ a writer whose material will 
bring results. 

Dear Sir' 

You want your business letters to moke busy men sit 
up end sign order blanks, or write cheque, send telegrams, 
ask prices or demand other information 
“Yes?” Then- 

No matter how busy you aie, nor how important your 
other mail that came with this — 

Be careful! Don’t miss reading the enclosed You 
can’t afford to take the responsibility 

And when you read it, bear this in mind The great- 
est doctor rarely cures himself The wisest man can t 
see his own faults So the keenest advertiser gets the other 
fellow’s ideas He doesn’t fight conviction * he welcomes it 
Two heads are better than one Let’s get together to 
plan that new Beries of letters, that booklet to the trade, 
that circular to the general public, that magazme page 
Let us send someone to see you 'We’ve a noiseless, 
soothing, satisfying representative— and he’s dying to 
come 

Won’t you name the day? 


Yours very truly, 
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APPLICATION FOR A STENOGRAPHIC POSITION 

This letter, because of Its terse, direct sen- 
tences, convinces the employer cf the appli- 
cant's intelligence, good taste, judgment, and 
knowledge of the correct principles of letter 
writing, which are priceless qualifications for 
any stenographer or secretary. 

Dear Sm 

I have read your advertisement very carefully By its- 
wording and tone, I judge you want a stenographer who 
— takes dictation rapidly 
— gets it down accurately 
— transcribes it correctly 
— spells and punctuates properly 
— is neat in her typing 
— arranges her letters effectively 
—reads her letters for errors 
— puts them on your desk in neat, accurate, perfect 
shape 

— is punctual, pains-taking and business-like 
—remembers what you tell her and relieves you 
of every detail she can 

I have had the right training and am confident I can 
fulfil the above requirements to the letter. 

My address is given above should you want me to call 
for an interview 


Respectfully yours, 
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APPLYING FOR A POSITION AS CORRESPONDENT. 

This letter talks straight from the shoulder 
and is a splendid example of the kind of a letter 
the applicant can write. Few business men 
would hesitate to give the writer a hearing. 

Dear Sir 

Your advertisement for a conespondent attracted me 
because I have had unusual experience in this work and 
believe I can fulfil your requirements to the letter 

You, of 'course, want your loutme correspondence and 
sales letter written in forceful, clean-cut style that gets 
results 

You want them to bnngf moie inquiries, orders or 
remittances 

You don’t want them wordy or ambiguous 

You don’t want them poorly phrased, or illiterate, with 
improper spelling or incorrect punctuation 

You want them to be direct and to the point — to 
get your story across — to make up the other man’s mind 
— to bung back something 

I fed that I know my work, and, what is moie, ’ike 
to write letters better than any thing else in the world 
“Art", said Robert Louib Stevenson, "is man’s ]oy m his 
work”. 

We can discuss the salary after I know more fully j our 
requirements I am waiting for that call 



MODEL LETTERS 


255 


APPLYING FOR POSITION AS ORGANISING 
EXECUTIVE. 

Heie Is a good, frank, straightforward 
statement of a man’s capabilities, ideals and 
ambitions. It is unusually effective because 
of its brevity. 

Dear Sib: 

I want a man-size job I want a job with a lot of 
responsibility and haid work-problems to fight, obstacles to 
overcome, where theie aie big stakes to nun — and my 
rewards are proportionate to my effort 

I believe m what Edison said "Success is 10 per 
cent inspiration and 60 per cent perspiration ” 

I’ve created, peifected, marketed products I've 
organized and sold stock I’ve made a market that called 
for increased facilities The business I Had, grew from a 
one-man affair to a thiee-quarter-million per year 
enterprise 

So, I know the ropes, obstacles, pitfalls My ex- 
perience and mistakes can profit me in some new oppor- 
tunity where 1 may keep others from the same blunders 
’Often failure is only opportunity yanking us out of th* 
wrong path” The College of Hard Knocks is mankind’s 
gieatest school 

My age’ Forty 
Judgment? Mature. 

Health? Good 
Record? Clean 
Experience? Broad 
Ambition? Endless. 
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What is your greatest business need? When can you 
tu.d 1 talk it over? 

Who knows? May be success waits 'round the comer 
for both of us I 

Yours sincerely, 


ORIGINAL DESIGN AND FINE CRAFTSMANSHIP, 
Clean-cut, uncommon apparel appeals to the 
lire man who wants to look successful. The 
writer here lays stress on an unusual departure 
in men's attire, approved by men of modem 
ideas. 

Dear Sir 

Pardon me I 

I don’t want to bother you 

But I’m more than anxious to Bhow you the stunning 
new dothes about which we recently wrote you 

They made an Instantaneous Hit Dozens of men, 
who like the clothes you like, have Seen converted to the 
sanely artistic ideas of this original designer, who has dared 
to cast precedent aside and do things differently 
His dothes breathe smartness — Success I 
By all means come and see these clean-cut, common 
garments, as wdl as our faultless autumn models, which 
this year are really a trifle toppier than anything their 
talented craftsmen have ever turned out 

I’m going to expect you within a day or two You'll 
be very glad you made the little visit 


Cordially yours, 
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GETTING IN TOUCH WITH A NEW CUSTOMER. 

A good general selling talk that arouses the 
prospect's interest and implants a certain con- 
fidence. The closing line Is especially 
effective. 

De\r Madvm 

To-day we wiite you, because we feel this is leally your 
store We run it, but every customer owns a heart inter- 
est m it 

In buying our merchandise, we have a fixed policy— not 
to experiment with goods of unknown quality It is our 
h duty to piotect you against the doubtful land We do! 
Some mei chants “take a chance" on goods they make ft 
largei profit on But this store's buying methods ore 
founded upon the principle of making staunch friends 
through sterling meichandise 

We do not idy too much on the advice of travelling 
salesmen, as many do We make our own investigations 
-and compaiative tests We must know the goods before 
we take the lesponsibility of recommending them to you 
So, in this stole, you buy with a sense of security that 
is bom of Solid confidence Tour patronage will be warmly 
appreciated by us, not in words, but in deeds — in giving 
you bigger values, better service, wore satisfaction 

We will be happy to have you come in at any time 
Whether you buy or not, visit us often. Frequent visits 
help you to keep posted on fresh arrivals, late styles, attrac- 
tive novelties, special values. 

Remember, this is your store — don't neglect “your 
own". 


Cordially yours, 
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WINNING BACK A NEGLIGENT CUSTOMER. 
This letter can be used to bring book trade 
that is perhaps straying in other directions. 

It has a good earnest tone without being too 
urgent. 

Dear Madam 

Human nature is pietty much the same the world over. 
No one likes to be forgotten 

Somehow, heie of late we feel as though this store 
must have slipped your memory We notice you've been 
coming in very seldom Naturally, our curiosity is- 
aroused We wonder what can be keeping you away 

Most of our patrons seem enthusiastic over our service 
and merchandise, and because we do not often lose a good 
customer, we felt impelled to address this letter to you 
to-day 

We hardly believe that your infrequent visits could be 
due to any dissatisfaction on your part If anything had 
occurred to cause you displeasure or inconvenience, we feel 
sure you would have given us the opportunity to make it 
right If there should be any such reason, won’t you call 
promptly and tell us what it is? 

The management of this store has always felt it a very 
special privilege to place its merchandise and service at your 
disposal Happily, we enjoy the patronage and confidence 
of the best people in this community, hence our earnest 
desire to have you increase your trade at this store We 
will spare no pains to prove to you that your custom is 
sincerely appreciated 

We corhally invite you to renew your habit of visiting 
here, and assure you we will do all in our power to make 
you feel doubly welcome Why not come and see us with- 
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in the nest few days 9 It would be a special pleasure to 
know this letter had accomplished its mission 
We are expecting you, 

Yours very truly, 


SOLICITING PUPILS FOB A BUSINESS COLLEGE. 

Here an earnest appeal Is made to the 
student’s desire for progress in business life. 

The letter explains hc-w the training lays a 
secure foundation for greater opportunities. 

Dear Sir,* 

There are two kinds of people— those who are always 
getting ready to do something, and those who go ahead and 
do it 

You want to be the man who goes ahead and does it 
You want to be numbered among the successful ones who 
did things instead of dreaming them 

Bight now the Mason Business College can thoroughly 
equip you with the know-how that will carry yon forward, 
surely and swiftly Bight now this school can give you 
that better, broader training that leads straight to a big 
salary and a responsible position Bight now the “college 
with a lecord of promises fulfilled" can make you a failure- 
proof man, sure of himself, firm in his knowledge of what 
he can do absolutely certain of success 

The reason this school has produced so many efficient 
yonng men is that it is more than a mere “business college" 
We teach business conduct as well as the conduct of busi- 
ness-principles t These things are as deeply important 
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to the student as the technical knowledge we instil. You 
can never go wrong m business with the right business 
standards. 

To be trained is to be necessary To be untrained is 
to be unnecessary Make the world need you and you’ll 
never need the world Gome to Mason College and capi- 
talize your intelligence at the highest possible value The 
training will pay you big dividends all your life 

Mason Business College is the haven of high-efficiency 
people to which hundreds of employers turn when they’ve 
a job worth while for a man worth while So when you 
come to Mason College you'll have a chance to seize the 
opportunity after preparing for it Your Mason training 
is the passport that opens the door of every business office 
whore real ability is in demand 

1 want to know you and want you to know me I want 
to know your hopes and ambitions When you get this 
letter, whether you intend to come to Mason or not, I want 
you to sit right down and write me fully about your plans and 
prospects, just as though you were talking to your own 
father I feel that you will never be sorry you did. That 
letter you write me might change the course of your whole 
life— who knows ? Why not write to-day ? To-day's better 
than to-morrow To-day always is 


yours, 
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A BOOK THAT BUILDS NEW BACKBONES. 

The reader is made to feel that this booh 
holds snooess seorets that have long eluded 
him. The personal rewards assured to the 
purchaser are strongly emphasized. 

Dear Sir, 

I'vo a little book that means uoilds to you It means 
more, much moie, than you ever dreamed a little book 
could It has within its pages the most startling and prac- 
tical piescnption for success ever written down by the hand 
of man 

This small volume has actually— changed the course 
of men’s lives And you can read it in an hour! That 
one short hour will mean more to you than any year of 
your life thus far Please don’t think I’m exaggerating 
just to interest you I’m telling the plain unvarnished 
truth 

Now, because of its almost unbelievable influence upon 
the life of every man who reads it— its magical efiect upon 
his immediate prospects and plans — it is called 

"The Miraole Story". 

Let me sincerely say that every day you delay reading 
it you are heedlessly passing by something you’ve probably 
sought for years— sought, longed for, envied and admired in 
others — something that would give you the gift of getability 
— that power of accomplishment, of cashing in on your 
abilities, of governing yourself and the other man, of turn- 
ing dreams into realities, of hanging hope to have, maybe 
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to must, and uncertainty, hesitancy or fear into vigorous, 
unafraid, successful action 1 

"The Miracle Story” really tells you how, in dear, 
heart-to-heart style that dnves the big thought home I 
know you’ll be profoundly glad I wrote you, glad you 
"listened” to me and sent for this book, grateful that you 
drank m its every word and made it a new part of you It 
Will give you fresh strength, firmer purpose for all the things 
of life— new real vigour of mind and spirit; a surer, more 
buoyant belief in yourself that will stay with you for ever. 

The book costs $2 It’s worth $200,000 By the way 
—pretty expensive reading, that $2 for one hour — but 
Get this well in your mind • 

It might be a blamed-sight more expensive not to read 
it Not to read it may cost you many thousands Think 
it over I’ll be $2 richer if you write to-day and put that 
amount in the envelope, but at the end of a year you’ll 
look back and say that $2 was the most multiplying money 
you ever spent For "The Mirade Story" is a magic book 
that builds new backbones and bigger bank accoun ts It 
will pay huge dividends to you and you alone Send for 
it —send to-day 
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INTIMATING SPECIAI/ ISSUE OF A MAGAZINE. 


The following letter combines solicitation fop 
subscription and advertisement for a special 
issue. 


Deae Sib. 


Unemployment staring in the face — that is the problem 
now agitating the mind of the educated classes in our 
country 

Yet many avenues of employment, hundreds of worts 
are left unattended in the country These await our energy 
and attention for development 

The September number of Industry will deal with 
several buch problems— -this will be the Small Industries 
Special Number— unique in contents and circulation. The 
price will be As 8 only unless you register yourself for free 
sample within 20th September 

Huge number of applicants are being registered now 
and seveial thousand extra copies are being printed for 
broadcasting ; — this is at a tune when the country is looking 
forward for increased business everywhere 

You are certainly feeling that business must be wel- 
comed during the blooming season; you cannot allow it 
to walk out by ill-treatment 

Your business to be successful demands wide publicity 
— the best publicity that can be made amongst the largest 
buyers 

You can put your story through Industry to the best 
buyers among its most progressive readers And the added 
circulntion of the September issue amongst a special class 



m 


MAIL ORDER LETTERS AND METHODS 


of business people will certainly prove of greater benefit. 
We are closing forms on 20th September. 

In the meanwhile we aie at your service, 

Yours for Piogressive Business, 


SEEKING RENEWAL OF MAGAZINE SUBSCRIPTION. 
A letter vividly depleting the reader’s loss 
should he fail to renew his subscription, The 
many attractive features are again well pre- 
sented. 

Dear Mr Mason 

A biilliant new programme of big surprises in 1920 
"Printing Helps’ and "Artistic Typography 1’” And this 
is to warn you that your subscriptions are just expiring — 
and you mustn’t let them 

You’d be missing the treat of your life For the 
publishers of “Printing Helps” and "Aitistic Typogiaphy” 
have a whole flock of fresh innovations up their sleeves, 
things with the thrill of unexpectedness in them, stunts in 
type-craft and skits in colour, photo-engraving, electro- 
typing and lithography, that will add a keen new zest and 
buoyant relish to your appreciation of these welcome 
monthly visitors 

Each of these splendid magazines will carry broader 
inspiration and bigger helpfulness with every succeeding 
issue in 1920 

Don’t even think of missing a single number I They 
represent a moving picture show of myriad smait sugges- 
tions to the fellow who must keep down-to-now in his line 
of work 
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Don’t short-circuit tins lino of live vibrations Let 
them keep coming You might afford to do without other 
periodicals you’re taking, but not these, not these No w- 
a-days, when every branch of endeavour is crowded-to-the 
guards with competition, a fellow needs all the ideas he 
can grab hold of 

And just let this little tip seep into your system, air 
You aie going to get a grander value for your money this 
year — a more magnificent feast of good things than ever 
you fed your observing mind 

Anotbei thing 1 You might prefer to renew for 
"Printing Helps” alone, if so, send me Bs 6 Or, if you 
want simply "Artistic Typogiaphy’ , that would be Es 3 
But the two together are what you shouldn't be 
without The price is a pittance compared to their profit 
possibilities to you Agreed? Then let’s reach for the 
cheque-book and have it over with Dip your pen in the 
ink of wiBdom and make that renewal remittance 

Yours sincerely,. 


OFFERING DEALER EXCLUSIVE AGENCY 
IN RAINCOATS. 

Here Is a letter written in true circus style, 
but the users of it wanted that kind of a letter 
and none other. It did the business. 

Gentlemen 

Excuse us, but we're all excited, effervescent, exulluat! 
Raincoat orders are pounng in in torrents Our 
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merchant friends are reaping a ripe, nch harvest of profile, 
and the only cloud over our happiness is that your order 
is not here 

Don’t pike, pause, ponder or procrastinate. Plunge 
right into this rip-roaring riot of raincoat reduction Bight 
now a bigger-profit opportunity is rapping on your door 
with a hammer of pure gold. 

Get ml Get in this glorious gold gathering raincoat 
game with head, heart and hand— and you'll Boon have 
enough extra profits to buy that big new touring car. 

Everybody’s selling our raincoats You could sell them 
and make 100 per cent. Still staffer profits on our better 
lines 

And the moment you buy of us, we flatly refuse to sell 
your competitors This means you can back them all clean 
off the board with your lower prices — if you act now. 

Make up your mind this very minute to do the whopp- 
ing-big raincoat business of your locality, and get that 
order of yours right off I You want to pile up your profits 
before the other fellow gets started, so remember : "Thrice 
armed is he who hath his quarrel just”, but "four times he 
who gets his blow in fust! - 

Get your blow in fust ! 

We don’t want money in advance Terms 2 per cent , 
10 days, or net 30 days ; and you’re welcome to shoot the 
goods right back at our expense if it isn’t the spio-and-span, 
snappy, swift-selling stuff we say it is 1 

Come on with what order, and you’ll have a record- 
smashing, rush Business in raincoats Get it going. 
Write or wire— quisle ! 


Yours for more-money merchandise, 
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SENDING CATALOGUE OF INFANTS' T5EAB. 

This letter is adapted to striotly mail-order 
merchandise. It takes the place of the travel- 
ling salesman, making the selling talks almost 
as effectively as he would do In person. Em- 
phasizes the economy of buying from a firm 
with small expense and reliable business 
policy. 

Dear Sir 

The enclosed catalogue is for your careful consider- 
ation It will save you a lot of money It is practically 
our travelling salesman Every number of it is worth 
while 

We sell infants’ bonnets direct to you by mail, and 
allow you the 10 pei cent Jobbers’ discount to add to your 
profits 

We employ no travelling men No big salaries to pay 
and no large expense accounts to add to our selling cost. 
All this is to your advantage 

So every article in the enclosed is distinctly a big 
value — an extraordinary offering and one you simply can- 
not afford to overlook. 

Not only can we give you the utmost values for your 
money, but each and every number we manufacture is a 
desirable one, a live one — a style that will find ready 
buyere 

Our bonnets are well made by the most approved 
methods We lake a genuine pride in the workmanship, 
fit, finish and fashion of every article turned out 

Our service is fully up to the standard of our products. 
This means painstaking, scrupulous care in filling your 
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orders It elso means prompt delivery — no excuses or 
delay We make all shipments on the dot. It also means 
we are always willing and anxious to accommodate you m 
any way that will Be to your advantage or profit. 

Such is our business policy It is founded upon in- 
tegiity, square dealing and dean methods 

Make up your order right away Don't wait Go 
through the catalogue carefully from beginning to end. 
Now is the time to get the bonnets you want at the lowest 
puces ' good ones can be sold for — and you get the 10 per 
cent Jobbers’ discount into the bargain 

Don’t lay aside our catalogue To-day is the time to 
take advantage of the offering therem, and once you older 
direct, you will always do so 

Hoping to book your End order by return mail, we are, 

Tours for satisfaction,. 


AN ACCOUNT ONCE BEGUN KEEPS GROWING. 

Here is another good savings talk that oan he 
used for general solicitation. The proposal of 
a test is good psychology— sure to prove 
productive. 

Dear Sir* 

This Bank welcomes you as a savings depositor 
It believes you will feel Better, fare better, sleep more 
soundly and enjoy life more deeply through the satisfaction 
-of having a snug savings account here — an account you 
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began peihaps in nn indifferent way, but which grew and 
grew until you began to take a real interest in it and found 
real pleasure m adding a nice deposit at every opportunity 
Many savings accounts are begun in a half-hearted 
sort of way People often start them "]ust for fun" 
They somehow feel as though they need to save but cannot 
save Yet once they’ve begun and the account begins to 
grow, it is a source of gieat comfort and satisfaction 
We urge you to try the plan of opening a small account 
After you’ve deposited even a few rupees, see if the impulse 
doesn’t come over you very soon to make another deposit 
Then another and another— and thus you keep on, happily 
adding to your glowing capital. 

This habit of saving is simply a natural human trait 
that leans toward self-advancement The man or woman 
with a savings account has a sense of security with a feeling 
of mdependence that in themselves are worth a great deal 
A savings account, too, puts more pep and purpose 
into his or her daily life 

You find, as many others have found, that the load 
to independence is by way of the Beceiving Teller's window ! 

Bo not hesitate, do not wait; do not argue with your- 
self — just begin. 

We’re waiting to welcome you— come in right away 
and get started. 


Yours very truly. 
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DESTITUTE HOME SEEKING HELP. 
Destitute Home in seeking help from the 
public describes, in brief outlines, its work and 
shows what it expects to do. 

Dear Sir* 

Will you help us to bring sunshine into the lives of the 
destitute and forlorn little people of our land? 

A glance at the illustration in the enclosed will show 
you what is being accomplished 

96,775 children have been lifted out of the shadow 
into the sun 7,808 are now being supported and trained* 
5 are admitted duly. 

The Charter of these National Homes is "No desti- 
tute child ever refused admission" * There is no red tape, 
no votes are required, there is no waiting list— the need of 
the child is the only consideration 

Many of these children come from the gloom of the 
slums We give them a new environment, build up healthy 
bodies and minds, train them and place them out m the 
Motherland and in the Dominions as healthy, honest 
and God-feanng citizens It is a good investment, 
for the children are the Nation’s and indeed the Empire’s 
greatest asset 

Become partners in this work with us, and help to keep 
the Sunshine Gate swinging Perhaps you can oil the 
hinges, or give the Gate a push, wide enough to admit one- 
child into the Homes? 

A slum life or a sunshine life? Which shall it be? 

I know what your answer will be, and I know you 
will send a Christmas gift to help the little ones 

"I was a stranger and ye took Me in” 

Yours faithfully, 
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WEIGHTS AND MEASURES. 



Lineal Measure. 

4 Ins make 1 Hand 

oj TdB make 1 Rod, Pole 

^ »< f> 

1 Span 

4 Poles „ 1 Cham 

12 „ „ 

1 Foot 

10 Chains ,, 1 Furlong 

8 Feet „ 

1 Yard. 

8 Furlgs „ 1 Mile 

5 i. t, 

1 Pace 

8 Miles „ 1 League 

6 ,, ,, 

1 Fathom 

1 151 Miles „ 1 Knot 

A Mile 

vanes m different Countries* — 

England, 

1,760 yds 

Ireland & 



Scotland, 1,984 yds 

Italy, 

2,025 ,, 

Russia, 1,167 „ 

Spam, 

6,600 „ 

Germany, 8,239 ,, 

Sweden, 

11,067 „ 

Hungary, 9,118 „ 

Fiance, measurement is Mean League of 8,666 yds 


Square or Land Measure. 

144 Square Inches make 

1 Square Foot 

9 

Feet „ 

1 „ Yard 

m .. 

Yards „ 

1 „ Perch 

40 Perches „ 

1 Rood 

4 Roods 

ft 

1 Acre 

640 Acies 

It 

1 Square Mile 

An Acre equals 4,840 Square Yards 


Apothecaries’ Weight. 

20 Grains 

make 

1 Scruple, 

8 Scruples 

(60 grs ) „ 

1 Drachm, 

8 Drachms (480 grs ) „ 

1 Ounce, x 


32 Ounces (5,760 grs.) „ 1 Pound, lb 

Drugs are compounded by tbis weight 


18 
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Troy Weight. 


3 17 Grams (Gr ) make 
24 

20 Pennyweights „ 
12 Ounces „ 

100 Pounds „ 


1 Carat (ol) 

1 Pennyweight (dwt) 

1 Ounce (oz ) 

1 Pound (lb ) 

1 Hundredweight (cwt ) 


The standard for gold coin is 22 carat, fine gold and 
2 carats alloy , for silver 11 oz 2 dwt silver and 18 dwt. 
alloy 

Avoirdupois Weight. 


16 Diams make 

16 Ounces „ 

14 Pounds „ 

28 Pounds ,, 

112 Pounds ,, 


1 Ounce (437 5 grs *) 

1 Pound (lb ) 

1 Stone 
1 Quarter 

1 Hundredweight (cwt) 


20 Hundredweights „ 1 Ton 

gram is the same m all weights 
{Butcher’s Stone is 8 lb 

By avoirdupois are weighed the larger and coarser kinds 
of goods, such as groceries, cheese, butter, meat, com, etc. 


4 

Gills make 

1 Pint 

2 

Pints 

11 

1 Quart 

4 

Quarts 

11 

1 Gallon 

63 

l> 

If 

1 Hogshead. 

84 

11 

It 

1 Puncheon. 

2 

Hogsheads 

it 

1 Pipe. 

2 Pipes 

»> 

1 Tun. 
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Measures of Capacity— Dry Measure. 


1 Minim (M) 

make 

1 Diop 

GO Minims (M) 

»> 

1 Dram 

1 Dram 

»f 

l Teaspoonfu! 

2 Diams 

*1 

1 Dessertspoonful 

4 „ 

It 

1 Tablespoonful 

8 Drams 

»J 

1 Ounce 

2u Ounces 

9J 

1 Pint (neaih * litre) 

4 Gills’ 1 

» 

1 Pmt (34 659 cm) 

2 Pints 

M 

1 Quart (1 1,10 litre) 

2 Quarts 

II 

1 Pottle 

4 „ 

II 

1 Gallon (277 274 c m ) 

2 Gallons 

SI 

1 Peck 

4 Pecks (8 Gal ) 

II 

J Bushel (1 2S37 e ft ) 

2 Bushels 

11 

1 Stiike 

* Bushels 

11 

1 Sack 

4 „ 

9 f 

1 Coomb 

8 „ 

#* 

1 Quartei 

12 Sacks 

19 

1 Chaldron 

£ Quarters 

II 

l We> or Load (51 347 eft ) 

10 

1 1 

1 Last 


An Impenal Gallon of distilled water weighs 10 lb 
Avoirdupois 

A wineglass holds about 2 oz , a tea cup about 3 oz 

*In the Noith of England half a pint is called a gill 
and a true gill a “noggin" 

Com is sometimes sold by weight The average weight 
of a bushel of barley is 47 lb , oats 88 lb , wheat CO lb 
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Measures of Space — Angular Measure. 


60 Seconds 
60 Minutes 
SO Degrees 
45 „ 

60 „ 

90 Degrees (a Bight ingle) 
180 „ 

360 „ 


make 1 Minute 

„ 1 Degree 

1 Sign 

„ 1 Octant 

„ 1 Sextant 

„ 1 Quadrant 

,, 1 Semi-Circle 

„ Circle 


Surveyors’ Measure. 


7 92 inches make 1 link 4 rods make 1 chain 
25 1ms make 1 rod 

10 Sq chains or 160 sq rods make 1 acre 

640 Acres make 1 sq mile 

36 Sq mile3 (6 miles sq ) make 1 township 

Cubio Measure. 

1 728 cubic m make 1 cubic ft 
128 cubic ft make 1 cord (wood) 

27 cubic ft make 1 cubic yd 
40 cubic ft make 1 ton (shpg ) 

2,150 42 cubic inches make 1 standard bushel 
268 8 cubic inches make 1 standard gallon 
1 cubic ft make about 4/5 of a bushel 
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••• 

To, at, or from v 

-Bd. 

Bond, bound 

a a.r 

••ft 

Against all risks 

Bdle 

Bundle 

-abt 

••• 

About 

B’ds 

Boards— bound in 

AIO 

• M 

Account Current 


boards 

•Acc. 

••ft 

Acceptance or 

accepted 

B/E 

B/F 

Bill of Exchange 
Brought forward 

"ricct 

««* 

Account (Stock Ex) s 

'B G 

Birmingham Gauge 

.A/d 

••• 

After date 

B H 

Bordeaux and Ham- 

adlib 

•• 

At pleasure 


burg (grain trade) 

Adv 

••• 

Advice v 

( B HP .. 

Brake horse power 

Afft 

• •• 

Affidavit 

B’head . . 

Birkenhead 

Agb, 

ftftft 

A good brand, or 
any good brand 

Bk 

Bank, book, back- 
wardation 

'Agst 

■ftft 

Against 

-B/L 

Bill of Lading 

Agt 

ft ft 

Agent 

B! 

Barrel 

A H 

■ •ft 

After Hatch 

Shipping) . 

. Blk 
r B N 

Black 

Bank Note 

'A I 

ft • 

First Class v 

.b/o 

Brought o\er (Book- 

a m 

••• 

Ante meridiem, 

keeping) 

Amt 


Amount [morning 

BOD ... 

Bujer’s option to 

Ads. 

• ftft 

Answer, answered 

Bot 

Bought [double 

A /o 


Account of 

Bot •» * 

Bottle 

A/g 

• ■ 

All risks (Marine > . 
insurance) * 

B/P 

B P B 

Bills Payable 

Bank Post Bill 

/*Arr 


Arrived, arrivals 

Bque 

Barque 

-Art 

• •• 

Article 

-Br 

British 

-A/S 

• ft 

Account Sales 

SIR 

Bills Receivable 

Assn 

••• 

Association 

B/R 

Bordeaux or Rouen 

-A/T 

ft 

American Terms 

(gram trade) 

>Brl 

(gram trade) 

Barrel 

A/V 

ft 

Ad valorem, accord- 1 
mg to the value 

Brls 

Bro 

Barrels 

Brother 

A\ 


Aterage 

J3ros 

Brothers 

a\oir 

Ml 

A\oirdupo!s 

-Brt 

Brought 

B/- 

ft ft 

Bag, bale 

B/S 

Bill of Sale 

Back 

• ftft 

Backwardation 
(Stock Exchange) 

B/S 
-Bsh ) 

Bags, bales 

Bushel 

BaJ 

• • 

Balance 

"Bus J * * 

vB B 


Bill Book 

'Bt 

Bought 

B D 

•• 

Bar draft (gram 

trade)- 

-B W G 

Birmingham Wire 
Box [Gauge 

b/d 


Brought donn 

(Book-keeping) » 

-C/- 

Case 

Cents 
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C/A 

•*l 

, Capital Account 

^c/o m* Care of 



(Book-keeping) 

JCOD 

. Cash on delivery 

v^C A. 

Ml 

Chartered Accountan 

itLCollr. mi Collector 

C/A 

** 

Close Annealed 

"Com ... Commission 

^Capt 


Captain 

J Cont ... 

► Contract 

Cash 

III 

Cashier 

v| Conte 

Containing 

C B 

Ml 

, Cash Book 

Jjc/p M. Custom of port 

C D 


Commercial Dock 


(gram trade 

, c/d 

• II 

Carried down 

Cr ... Credit creditor 



(Book-keeping) 

Crs 

Credits, creditors 

cf , cp 

••• 

Compare 

c/s 

i Colliery screened 

C/F 


Carried forward 


(coal trade) 

C&F 

... 

Cost and freight 

Qsl 

(Veoe 

Cent 


Centum-one hundred 

cs f • 

Wow 

Cent 

... 

Centigrade 

,C/T 

Californian terms 

Cert 


Certificate 


(gram trade) 

C 1 f 

III 

Cost insurance, and 

C, T L ... 

Constructive total 



freight 


loss 

C i f.&c ... 

Cost insurance, i 

Ctge. 

Cartage 



freight & commission > j 

Cub • 

Cubic 

C i f c & i. 

Cost, insnrance 

Camdiv. 

Cam dividend 



freight commission 

CumPref 

Cumulative pre- 



and interest 


ference 

C f i. 

Ml 

Cost freight and 

Curr 

Current of the 



insnrance 


present month 

C f o 

III 

Cost for orders 

C W. 0. ... 

Cash with order 



(chartering) 

"Cwt 

Hundredweight 

cg„ 

«*« 

Centigram 

i d. ... 

Pence 

'C H. 

Ml 

Custom House v 

-D/A 

Discharge afloat 

'Change 

Ml 

Exchange 


(chartering) 

Chn 


Cham (measure) 

D/A 

Deposit Account 

Cbq 

Ml 

Cheque 


(banking) 

Ck. 

• •• 

Cask 

D/a 

Days after acceptance 

ci 

Ml 

Centilitre 

'D B 

Day Book 

c/m 

III 

Centimetres (French < 

'Dbk 

Draw back 



measure of Iength) v 

D/c 

Deviation clause 

C m. 

III 

Call of more v 

'D/D 

Demand draft 



(Stock exchange] 

„D/d 

Days’ date fie days 

C/N 

■ It 

Credit Note 


after date) 



(commerce) 

djd 

Delivered 

C/N 

III 

Circular Note 

dd/s 

Delivered sound 



(banking) 

y 

(gram trade) 

C/0 

III 

Cash Order (banking) « 

-Deb. 

Debenture 

Co 

III 

Company, Country i - 

f)ec ... 

Decrease 

c/o 

Ml 

Carried over (Stock 

Def 

Deferred 

c/o 

Ml 

Exchange) 1 - 
Carried over (Book- 

Beg 

Deld 

Degree 

Delivered 



keeping) , 

Dept 

Department 
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'Bft 

Draft 

Ex. 

Mt 

Exchange (Rs 790 

,Diam. 

Diameter 



ex Is 5d) 

'Dlff M. 

Difference % 

Ex 

a 

Out of (As ex 

'Dis 

Discount 



steamer Hebnc) 

,/Dist ••• 

District, discount 

Ex 

««« 

(As ex godown) 

*Div hi 

Dmdend, division 

ex conk 


From contract 

-<D, L 0 «• 

Dead letter office 

Erdiv 

a 

Without dividend 

Dk ••• 

Dock, Deck 

Exd 


Examined 

D/N 

Debit Note 

Ex int 

!»• 

Ex interest 

d)o 

Deltveiy Order 

F 

••• 

Francs 

„*do m 

Ditto, the same 

F a a 


Free of all average 

Dole 

Dollars 



(manne insurance) 

doz ... 

Dozen 

Eahr 


Fahrenheit 

" , I) P ••« 

Documents against 

Fas 


Free alongside, or 


payment 



free alongside ship 

D R 

Deposit Receipt 

F a q 

• » 

Fair average quality 


(banking) 

'F’cp 

•* 

Foolscap 

Dr ••• 

Debtor, doctor 

Fes 

« 

Free of capture and 

_-dr 

Drachm 


seizure (marine insurance) 

Drs 

Debtors 

'f/D 

• •• 

Free docks 

-'D/S •«• 

Days 1 sight (i e days 

F f a 

■ > 

Free from alongside 


after sight) 



or free foreign agency 

■'D/S hi 

Double Screened 

P g 

* • 

Fully good 


(coal trade) 

F g a 

Mi 

Foreign general 

'D[W 

Dock Warrant 

average (marine insurance) 

w ••• 

Deadweight * 

F g f 

ft • 

Fully good, fair 

Dwt 

Pennyweight 

F H 

ft ft 

ForeHatch (shipping) 


(24 grains) 

F i b 


Free mto bunker 

D/y 

Delnery j 



(coal trade) 

£ 

East J 

'Fl 

ft 

Flonn (com) 

Ea 

Each 

Fo 

•ft 

Folio 

C •• 

Eastern Central 

✓F/o 


For orders, or full 

£ D ••• 

Ex dividend 



out terms (grain trade) 

Ed *** 

Editor, edition 

F 0 

ft ft 

Firm offer 

£ E «ii 

Errors excepted 

/F o b 


Free on board 

E &0 E 

Errors and om- 

Fol 

• 

Folio 


missions excepted 

JPolg 

ft 

Following 

e g 

Exempli gratia, fori 

For 

ft 

Foreign 


exampe 

For 


Free on rails 

k E I 

, East Indias 

1 F o r t . . 

Full out R>e terms 

BID . . 

East India Docks 



(grain trade) 

Eng » 

English 

,<F o t 

#< 

► Free on trucks 

Entd 

. Entered 

F o w 

ft * 

. First open water 

- el seq. 

, And the following 



(chartenng) 

etc 

And so on 

, F p 

ftfti 

, Fully paid 

.'!E TC .. 

Eastern Telegraph 

F p a 


> Free of particular 


Co 


axcrage (manne insurance 

E\t Ml 

Example 

Fr 

... French 
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Frt 

«it 

Freight 

I H.P 

4« 

Indicated horse 

- Ft 

• •• 

Foot, feet 



power 

F'ture 

IM 

Furniture 

In 

, • 

Inch, inches 

F.T W 

O 

Free Trade Wharf 

dnc 


Increase 

Fthra 

000 

Fathom * 

Ince. 


Insurance 

' Ft , m 

M 

Feet inches J 

•der 

, 

First 

Fur. 


Furlong 

'Inst. 

0 4 

Instant-of the 

G 

0 

Gauge 



present month 

.G/a 

00 

General average 

Instn 

4 

Institution 


(marine insurance) 

Instns. 

• 0 

Instunctions 

>Gall 

• 

Gallon ! 

4nt 

« 

Interest 

Galls 


Gallons 

Inv 

0 0 

Invoice 

^Gaz 


Ga7ette 

Iou 

i 

I owe you 

,G B, 

9 

Great Britain * 

I R 0 

« 

Inland Revenue 

^ Gent 

001 

Gentlemen, sirs 



Office 

Gl 

• 

Gill \ 

'IBS 


Issue 

GLT 


Grooved for iron 

ISWG 

Imperial Standard 



tongues 

Ital 


Wire Gauge 

G m, b 

4 

Good merchantable 

« 

Italics 



brand 

J/A 

, 

Joint Account 

Gob 

* 

Good ordinary brand 

-Jun 1 


Junior 

-Gov 


Government 

"Jr r 


G P 0 

0 

General Post Office 

-Kg 

v 

Kilogramme 

gr 


Gross 

Kilo 

H 

Kilogramme 

Gr wt 

u 

Gross weight 

Kr 


Kreuzer com 

Grs 


Gran 8 ^ 

't 

, 

Pound sterling 

gs 


Gmness v 

£T 


Pounds Turkish 

H, A or D 

Havre, Antwerp or 

L A T 

, 

Linseed Association 



Dunkirk (grain trade) 



Terms. 

HBM 

t 

His Bntanntc s 

Xat 


Latitude 

HjH 


Majesty 1 
Haw and Hamburg 

lb ) 

Abs ) 


Pound m weight 


(gram trade) 

l. a 

• 

London Docks 

H M C 


His Majesty's 

He 

• 1 

Letter of Credit 



Customs 

1 c 


Lower case printing 

✓ H P 

4 4 

Horse power v 

Ld Ltd. 


Limited 

H P N. 

* 

Horse power 

Led 


Ledger 



nominal 

L. H A 

R 

London Havre, 

hrs 


Hours 

Antwerp, Rouen (grain trade) 

I B 

§ 

Invoice book 

X I P 

004 

Life Insurance 

lb 

• 4 

Ibidem— m the same 



Policy 



place 

L m c 

0 0 

Low middling clause 

I B I 


Invoice book in- 

yEong 


cotton 



wards 

00 

Longitude 

I B 0 

« 

Invoice book out- 

L S 


Locum sigiili place 



wards 

-BJ 


of seal 

id. 

4 « 

Idem-the same 


Thousand, Monsieur, 

v e. 

404 

Idiest-that is 



Sir 
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-/m 

• H 

Thousand As 10/m 

N C 


New charter or 

Max 


Maximum 

N/E 


new crop 

M/C 

• 

Metalling Clause 

<•• 

No effects 


marine insurance 

Nem Con 


No one contra- 

M/C 

♦ ft 

Marginal Credit 



dictory 


banking 

N/m 


No mark 

M D 

• 

Memorandum of 

N/O 


No Orders 



Deposit 



(banking) 

M/d 

•ft 

Months' date i e 

No 

ft • 

Number 


months after date * 

vNom 


Nominal 

Mddlle 

# 

Mademoiselle, Miss 

Nom Cap 


Nominal Capital 

Mdme 


Madame 

~N P , 


Notarj Public 

Mdse 


Merchandise 

> T os 

ft 

Numbers 

'Mem \ 
Memo ) 


Memorandum ' 

.NfS 

ft • 

Not sufficient 

(banking)* 

Messrs 


Gentlemen, sirs 

N S 

« 

Neri stjle, New 

M H 


Mam Hatch shipping 

N/t 


senes 

Michs 

m 

Michaelmas \ 


New terms (gram 

Mm 


Minimum, Minute 


traded 

M I P 


Marine insurance 

N Y 

$ 

New York 



Pohc> . 

N Z 


Nett Zealand 

Mks 

iM 

Marks coin 

e 


Degree 

Mile 


Mademoiselle, Miss 
Made merchantable 

O/a 

•• 

On account of 

M/m 

• 

vJSbdt 

• ft 

Obedient 

m/m 


Mitlemetres French 

bs 

••• 

Obsene, obligation* 



measure of Length « 

A)l c 

••• 

Old charter or old 

M 

• * 

Messieurs, sirs 


crop 

Mo 

• 

Month v 

-Old 

Mi 

On demand 

Mons 


Monsieur, Mr 

0 D 0 

• ft 

Out-door Officer 

MOO 

•ft 

Money order office 



Customs 

MOP 

♦ft 

Mother of Pearl 

OHMS 

On His Majesty's 

.Mos 

ft 

Months 



Service 

M/R 

ft 

Mate’s Receipt 

% 

• ft 

Order of, per cent 

Mr. 

ft ft 

Mister, sir 

%o 

ft 

Per mille-per 

Mrs 

ft 

Mistress, madam 



thousand 

MS 


Manuscript, mail 

0 P 

• ft* 

Open policy 



steamer 

0 R 

• ft 

Ower’s nsk, Official 

M/s 

ft 

Months' sight i e, 
months after sight 



Receiver 


Ord 

ftftft 

Ordinary 

-M S A 

«ft 

Merchant Shipping 

O/s 

■ ft 

Old stjle 



Act 

o/t 

• ft 

Old term 'gram 

M S C 

ft 

Manchasfer Ship 


trade) 



Canal 

Oz, 

• •ft 

Ounce 

.MSS 

•ft 

Manuscripts 

P 

• • 

Per, page 

N/A 

ft ft 

New Account 

P/A 

ft • 

Power of Attomej ; 


Stock Exchange 


Particular a\erage 

N/A 

ft 1 

. No advice banking 

P/A 

ft • 

Private Account 

K B 

ft 

Take note Mark well 


Book-keeping 
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MAIL ORDER LETTERS AND METHODS. 


,^P C HI 

pc. 

Pd 

Perea . 

Pcs. • • 
PCB. .. 
.Pd 

Per ann. • • 
Per cent ... 
Per. pro . . 
Pkg 
PL 


V m 
PM G 
P/N 
P 0 
P 0 B 
POD 
POO 
P & 0 


Pres. 

P Pro. 
Pro 

Pro tern 


Paragraph n. -Prox, 

Postcard 

Pnce Current, P/S 

Petty Cash PS 
Per centum Pt 

Piece, prices «P; t. 0 
Parcel Pts, 

Pickled could rolled ^Qlty 
and dose annealed ^Qr 
Pieces ■ ^Qrs 

Petty Cash Book Qf 

Paid ~-Qts 

Per annum q v 

Per centum 

Per procuration Qy 

Package -Rs 

Partial loss RAT 

Profit and loss 
Put of more R/D 

Stock Exchange 
Post mecndiem- K -Rd 

afternoon ^ D C 

Premium 

Postmaster General 
Promissory Note Re 

Post Office, postal 
Post Office Box Reed. 

Pay on delivery Red 

Post Office Order * Ref 
Peninsular and Reg Reg 
Oriental ■ " Rev A/C 
Picket ports R™ 

chartering R M S 

Per procuration d/d' 

Pages 

Policy proof of ' R p ^ 

interest RR 
Marine insurance * 
Pared post R S V ] 

Pair r X 

Preference or 

preferred v -$ 

President ^ 'S 

Per procuration ' g 

For S b 

Pro tempore— for the S, C 
time being 


Reed. 

Red 

Ref 

Reg Regd 
•■Rev A/C 
Rm 

RMS.. 
„ Rotn. 

R/P >. 
* 

R P K 
RR. 
v» 

R S V P. 


Proxirao-of the 

next month 
Public Sale 
Post Scnptum 
Pint 

Please turn over 

Pints 

Quality 

Quarter 

Quarters 

Quart 

Quarts 

Quod vide— which 
See 

Query 

Rupees 

Rapeseed Associa- 
tion Terms 
Refer b drawer 

(banking) 
Round, road 
Running down 

clause (marine 
insurance) 
Re-m regard to, 

relating to 

Received 

Receipt 

Reference 

Registered 

Revenue account 

Ream 

Royal Mail Steamer 
Rotation 

Return of post for 
orders (grain trade) 
Raply paid 
Railroad 
Right 

Reply if you please 
Rye terms 
Railway 
Dollars 

Shillings, Steamer 
Shropshire 
Sales Book 
Sharp i, e, (prompt) 
cash 
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Schr 

•• 

Schooner 

Iff K 

4t« 

United Kingdom 

Sep 

• 

Script - 

OJ K &C 

United Kingdom 

S D 

ft 

Solid Drawn 



and Continent 

S/D, 

• * 

Sea Damaged ^ 

^Ult 

p 

Ulbmo-of the last 



(gram trade) 



month 

Sec 


Section, Secretary, 1 

USA 

• • 

United States of 

Secy 

• 

Secretary [Seconds 



America 

Sen 


Senior 


. 9 

Underwriter 

-Servt 


Servant 

"V 

v 


Versus-Agamst 

. Sga 

• 

Signed 

rjfar 

• 

Various 

Sh Sba 


Share 

Via 

• * 

B\ way of 

w'Shipt 

• 

Shipment 

I Viz 


Videlicet-namely 

^Sk 


Sack 

Vol 

• • 

Volume 

S N 


Shipping Note 

AV B 


Wear House Book, 

S 0 


Seller's option 



Way Bill 

^/Soc 


Society 

W b 

• 

Water ballast, 

8 0.D 

# 

Seller option to double 



(shipping) 

-S6v 


Sovereign ' 

AV I 

p 

AVest Indies 

JS P, 

* 

Supra Protest 

W G 

• • 

Wire Gauge 

v Spec 


Speculation 

w k 

• * 

Week 

v^*S S 


Steamship 

Vwm 

« 

William 

^Sq 

» * 

Square 

AV P. 


Without prejudice 

v-Sq in 

* 

Square inches 

AV S 


AVnter to the Signet 

,/Sq ft 

• 

n feet 

,AVt 

• 

AYeight 

'>Sq yd 


it yards 

\Vf\V 


Ware House 

Sq m 


„ miles 



Warrant 

-St 


Saint, Street 

Xc 


E\ coupon 

St 


Stone (in weight) 

Xd 

«H 

E\ dividend 

stg 


Starting 

Xm 


E\ interest 

Slk 

• 

Stock 

XNew 

ft 

Ex New 

Std 


Standard 

V/A 


York-Antw erp rules 

Str 


Steamer 



(marine insurance) 

T 


Tons 

Afd 


Yard 

T &G 


Tongue and grooved 

-Yday 

.p 

Yesterday 

TLO 


Total loss only 1 

-Yds 

* 

Yards 



(marine insurance) 

Yr 


Your 

TMO 

• 

Telegraph Money 

Yrs 


Yours 

T 0 


Turn over [Order 

& 

• * 

and 

T/q 


Tale quale (gram 

&c 

♦ ** 

And the rest, and 



hade) 



soon 

T.R 

• * 

Tons registered 

r 

• • 

Foot (as 1 * 4 ff -one 



(shipping) 



foot four inches) 

Treast 


Treasurer 

X 

• • 

B> (as 6 X 4-stvby 4 

T T 


Telegraphic Transfer 

o 

• 

Degree fas 30° 

U/a 


Underwriting 



thirty degrees) 


account (marine insurance) 


• I 

Therefore 



MAIL ORDER LETTERS AND METHODS 


FOREIGN CURRENCY TABLE. 
Yalae aooording to the Parity of Exchange. 


America 

• a 

Dollar (S) — 100 cents 

4867 dollars- *1 

Argentine 

a 

100 centavo**— 1 peso 

47 58d per peso 

Austria 

a • 

100 heller— 1 krone 

2402 Lronen=£t 

Belgium 


100 centimes— 1 franc 

25 22J francs =£1 

Brazil 

•• 

1000 reis— 1 milreis 26 93d per gold milreis 

Canada & Newfoundland 

100 cents— l dollar 

4867 dollars 

Ceylon 


100 cents— 1 rupee 

Rs 10 -jSI 

Chile 


100 centavos— 1 peso 

13J pesos=£l 

Czeclio-Slovakia 


100 heller— 1 krone 

2402kronen=£l 

Denmark 

•* 

100 ore— 1 krone 

18 159 kronen=£l 

Egypt and Palestine 


100 Milhemes— 1 piastre 

974 piastres -£t 

Finland 

« # 

100 penma— 1 mark 

25 224 marks=£ 1 

France & Colonies 


100 centimes— 1 franc 

25 22i francs=£t 

Germany 

« 

100 pfenning— 1 mark 

20*43 marks =£1 

Greece 


100 lepta— 1 drachma 25 22 1 drachmas =£1 

Holland & Colonies 

* 

100 cents— 1 gulden 

12 10 florms~£l 

Hong Kong 

•* 

100 cents— 1 dollar 

No parity. 

India 


16 annas— 1 rupee 

Fs 10=£1 

Italy & Colonics 

a • 

100 centesimi— 1 lira 

25221 h r e=ifil 

Japan 


100 sen— 1 yer. 

24 58d per yen. 

Mexico 


100 centavos— 1 dollar 

24 58d— 1 dollar. 

Norway 

• « 

100 ore— 1 krone 

18 159 kronen =£1 

Portugal & Colonies 

tn 

100 cents — 1 escudo 

53 28d=l milires. 

Rou mama 

Ml 

100 bam— 1 lei 

25 224 Iei-iGl 

Russia 

♦ft* 

100 kopeks— 1 rouble 

25.224 islotys=£l 

Servia 

• 

100 paras— 1 dinar 

25 221 dinars-£l 

Spam 

. 

100 centimes— 1 peseta 

25 224 pesetas=£l 

Sweden 

ftftft 

100 ore— 1 krone 

18 159 kroren=£l 

Turkey 

Pit 

40 paras— 1 piastre 

110 piastres-£l 

Uruguay 

« • 

100 centavos— 1 peso 

50 98d»l peso. 


The values are not always equal to the market rates of e xchang e. 



IF YOU ARE INTERSTED IN FOREIQN TRADE 

Read 

Commercial India. 

The Magazine of Business Progress and 
Information. 

Q£HE unique magazine o f commerce which will tell }ou How 
to do business, Where to do business, Where to Market 
Commodities, How to finance and Build Business 

T will interest the manufacturers, the traders, the brokers, 
the business people, the exporters, the bankers— all 
those who are counted m the business world 

COMMERCIAL INDIA— deals with the Cur- 
rent Commercial Problems, earning 
methods, trade opportunities, Indian 
market, Foreign market, Trade Movements, 
Export & Import, Trade Enquiries, Bank- 
ing & Financial. 

COMMERCIAL INDIA— deals with the 
business difficulties of its reader and helps 
him with expert answers to his enquiries 
etc. without any charge. 

COMMERCIAL INDIA — gives die business 
training, teaches the methods of business, 
points out the opportunities and shows 
the way to grasp them. 

cAnnuat Subscription Rs. 6. Tost Free, 

WRITE FOR A FREE SAMPLE 

Apply to— 

‘Manager,— Commercial India, 

22 M, Shambasar Bridge Road , CALCUTTA, 



TO STAND IN THE WORLD’S TRADE 
AND TO EARN DIB MONET 

Tod most help your country to prodace and 
consume necessary articles in the Conntiy. 

Industry shows you the opportunity 
and tells you how to grasp it* 


EACH MONTHLY NUMBER OF 



The Journal of Technology, Handicrafts 
and Commerce 


Contains Various complete money-making schemes, 
industrial informations, suggestions for the 
unemployed, small capitalists* home- 
industrialists, factory-owners, 
for aU progressive people . 

HERE you wjll get new money-making ideas* training m 
industrial undertaking, know the ways of development in 
old and new industries You will know how you can win 
success m building, enlarging your business, make your fortune 

Write for a free copy & judge for yourself, 
Annual Subscription Rs. 3. Post free. 
Manager, INDUSTRY, 

22 % M. Shambtizar Bridge Rond \ CALCUTTA. 




